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Goodform Institutional Chair 

No. 4302 in natural aluminum. 
Also available in bronze gold, 
ebony and other anodized colors. 


The policy of Mutual of Omaha is 
comfort insurance for personnel. 
That’s why they’ve placed Goodform 
No. 4302 in their employees’ cafe- 
teria. And the benefits are mutual. 


Goodform’s well balanced structure, 
simply designed with perfect pro- 
portioning, means luxury seating. 
Result— employees enjoy a restful, 
relaxing lunch time and go back to 
the afternoon’s work fully refreshed. 








Mutual of Omaha 
benefits 
with Goodform 


In a chair 


means 
relaxation 


i 


Adding to their natural beauty and 
smartness of design, Goodform chairs 
now come with aluminum in color- 
anodized finish— bronze- gold, ebony 
and other attractive tones. Always 
smooth and bright, the lightweight 
aluminum frame is permanently 
rigid and strong, always squeakless. 
And the upholstery in vividly color- 
ful, plastic-coated material is practi- 
cally accident proof, cleaned quickly 
with mild suds and water. 


(Circle 270 for more information) 





Consider quality. Consider style. 
Consider cost. Then investigate 
Goodform for the best, the most eco- 
nomical buy in institutional seating. 


Write us. We'll send you a catalog 
in color showing the many beautiful 
models in the Goodform Institutional 
Aluminum Chair line. The General 
Fireproofing Company, Dept. M-57, 
Youngstown 1, Ohio. 


GENERAL 


Foremost in Metal Business Furniture 
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genuine 
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Genuine leather upholstery and accessories give the offices you plan 
an unmistakable feeling of quality. There's something about those rich colors 
and luxurious texture that says—to every customer—"'This is a truly fine office!” 
Since quality and fashion are what you sell, and since leather offers both 


in full measure, genuine leather upholstery is one of your best sales builders. 
Only genuine leather wears as well as it looks 


THE UPHOLSTERY LEATHER GROUP, INC. + 141 East 44th Street, New York 17, N. Y. 


(Circle 304 for more information) 





Same meter 





mails letters 


and packages! 


A POSTAGE meter prints postage 
as you need it, for any kind of mail. 
A whole day’s outgoing letters can be 
stamped and sealed in a few minutes. 

For parcel post, the meter prints 
postage, and a dated postmark, on 
special tape—saves the time spent in 
separating stamp sheets, selecting the 
right stamps, moistening and sticking. 
And does away with the stamp box. 








The meter helps avoid overtime, 
reduces the amount of money in 
postage inventory. And it usually 
saves postage costs. 


The meter is set by the postoffice 
for as much postage as you want to 
buy. Your postage in the meter is 
protected from loss and damage— 
and automatically accounted for on 
visible registers. 

There’s a meter model, hand or 
electric, for every business, large or 
small. Ask the nearest Pitney-Bowes 
office for a demonstration, or send 
coupon for a free illustrated booklet. 

FREE: Handy desk or wall chart 


of Postal Rates, with parcel 
post map and zone finder. 
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Offices in 94 cities 
in U.S. and Canada 


Name 


Send free 2 booklet, CQ Postal Rate Chart to: 
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Prelude to automation 
Convair-San installed 
intercou- 
plers, each of which links a posting 
machine and a unit for punching 


Diego has 
two electro-mechanical 


cards. One employe can operate 
both machines, and savings of more 
than $40,000 annually are ex- 
pected. They enable a clerk in a 
single operation, to complete regu- 
lar posting work of material con- 
trol records on automatic posting 
machines and at the same time turn 
out key punch cards. The elec- 
tronic intercouplers can be dis- 
connected for single operations if 
desired. The system also gives Con- 
vair a rapid and flexible readout 
method when needed. 


| 
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Automatic Control system 


A new automatic control system 
permits a multiple series of opera- 
tions to be programmed on tape or 
punched cards for the completely 
automatic operation of milling ma- 
chines, lathes, grinders, drills, and 





other machine tools. A_ special 
motor provides such a high de- 
gree of precision and rapid opera- 
tion that it is fully applicable for 
instrumentation uses as well. 

For the first time, a unit is now 
available for industrial applica- 


tions with the combined ability to 


} 

13 
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WORTH REPEATING 


control displacement precisely and 
produce the power to do so. This 
is the first system which provides a 
simple means for elimination hunt- 
ing, a major deterrent to the use of 
previous systems because of the in- 
accuracy which hunting introduces. 
The motor which is the heart of 
this system is basically a step motor 
with patented refinements which 
permit a most precise measure of 
high speed control. 

As the system operates, a tape or 
punched card is the control me- 
dium, other 
characterization on the tape corres- 


with one mark or 
ponding to one step motion of the 
motor, thus providing an electrical 
gear system. The individual steps 
can be made so fine and the motor 
operated at such a high speed that 
the work output of the motor is 
very smooth. Standard sizes will 
cover outputs ranging from inch- 
ounces of torque to thousands of 
inch-pounds. 

Because several motors can be 
coordinated on a single tape, three 
or more units can be tandemed for 
the multiple operations required 
by machine tools. Thus, on a mill- 
ing machine, one step motor would 
cause the table to travel length- 
wise, a second cause the saddle to 
carry the table at right angles, and 
a third cause the knee to lift or 
lower the workpiece. Other step 
motors can be added for additional 
functions, and despite the fact that 
they might vary in operating speed, 
the coordinating tape would pro- 
vide perfect accuracy of the piece 
being shaped. 

For more details, circle number 
361 on the Reader Service Card. 


Automatic billing 


A new automatic billing machine 
is designed to greatly increase bill- 


MANAGEMENT METHODS 








DON’T BE LATE 
hurry and sign up for the 











ing speed, while trimming operator 
decision and chance for error to a 
bare minimum. At the’ same time, 
this Friden Computyper produces 
a common language tape for a host 





INTERNATIONAL 
SYSTEMS MEETING 


October 22, 23, 24 
Bellevue-Stratford Hotel, Philadelphia, Pa. 


Two and a half days of informative, profitable meetings designed to 
help you do a better job. 











| 
. : | 
of subsequent data processing func- | 
tions, including transmission of in- | 
formation to remote offices by wire. | 

| 


For more details, circle number 
362 on the Reader Service Card. 





b. 4. ee Betas oS Gwe Se GENERAL SESSIONS—Will bring you up to date...acquaint you not only with the latest information 
| and developments, but with opinions and evaluations of eminent authorities. 


Encoder for business forms ee - , : 
SEMINARS—Planned, informal discussions in which you will have an opportunity to explore, together with 


A new typewriter encoder has other executives, the latest developments in the field ... a chance to exchange ideas, to evaluate experiences. 


been developed for use with an | 
electronic unit that senses and | NEW: INDUSTRY GROUP PROGRAMS—Practical analyses of systems and eee in action. Selected 
translates preprinted coded infor- | industries; discussions will embrace problems common to each industry. 


device. which can be attached to 


| 

é i : | 

mation from business forms. The 
any standard model electric type- 


Closed Circuit TV-A closed circuit TV program has been arranged 
with the U.S. Naval Aviation Supply Office, Phila., 
to cover the operation of their IBM-702. Two way 
vidio-audio contact for question and answer period. 


1956 








SPECIAL 


| Ist International Systems Award-For the first time in the history of 
| FEATURES the association, an international Systems award will 
be presented to a nationally known person whose 
contribution has been significant in the light of 

* SPA principles. 






Educational Panel-Educators enter round-table discussions on technics 
for teaching courses in systems and procedures and 
get acquainted with the activities of the association. 


writer, will enable a single opera- 
tor to type numerical information — | 
and its dot-code counterpart on the 
same form at the same time. 
Selection of the data to be coded 
is made automatically by the posi- 
tion of the typewriter carriage, and 
by the position of the form with- | 
out the carriage. If, for instance, | 
numerals in the address are not to | 


dS 


BEST YEAR YET—DON’T MISS IT 


Theme for 1956: PEOPLE + SYSTEMS = PROFIT 


GET FULL INFORMATION... MAIL THIS COUPON TODAY 





be coded, elimination can be | Send me registration card and complete details on the Philadelphia 
planned or programmed in ad- | ISM, October 22, 23, 24. 

vance. Information from invoices, _ | J. A. MacQueen, General Chairman ARERR RRO ese «aa ote ok clleg ie eee oa 
from ticket-packing slips, and other | 1956 International Systems Meeting ADDRESS 

documents, may now be captured — | nm 8 EE I FS ae ee Sl ee 
immediately and translated to | Alan Wood Steel Company CITY... 6... e ee eee eee, ZONE..... STATE .......-.--4. 
punch card, computer, or other re- | Conshohocken, Pa. (Some sessions are limited. Register at once to be sure to get your choice.) 


ceiving machines without any in- 


termediate steps. And there is no | SYSTEMS AND PROCEDURES ASSOCIATION OF AMERICA 


need for extra time or labor in en- | 





(Circle 276 for more information) 
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LEES CARPETS ON SPORTSMEN’S CORNER 


Sportsmen from the four corners 
of the world walk on 
... those heavenly carpets by LEES 
at Abercrombie & Fitch 


HOSPITALITY’S IN SEASON 41! 
year ‘round, at this world-famous 
New York store—where Lees Carpets 
greet customers with quiet luxury! 
Abercrombie & Fitch chose handsome, 
all-wool Lees Bondsett—a durable, 
special-duty velvet, woven-through- 
to-the-back for extra long wear and 
bouncy resilience. 


FROM LEES WIDE ASSORTMENT 
of handsome colors, patterns, tweeds 
and color combinations—Abercrombies 
selected a soft Bayberry Grey to har- 


monize with the cool, outdoorsy tradi- 
tion and decor of the store. 

THE WISE OLD SAviNG, ‘‘Lees 
Carpets belong in every space that 
serves the public’’—packs plenty of 
plain common sense and sound 
economy. Here’s why: 
MANAGEMENT SAVES MONEY 
because carpeted floors are less expen- 
sive to maintain than non-carpeted 
floors! Reliable figures compiled by a 
national service organization showed 
that under heavy traffic conditions— 
the average cost of maintaining 1,000 


(Circle 278 for more information) 
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For further 
information 

on how Lees can 
work with you on 
purchasing carpet 
for any business need, 
please write to 

James Lees and Sons 
Company, Bridgeport, 
Penna., Commercial 
Carpet Division. 


square feet of carpeted floors for one 
year was $189 vs. $383 for the same 
area of non-carpeted floors (50.7% 
less expensive). 


PLENTY OF OTHER PLUSSES— 
luxury, beauty, quiet, safety, in- 
creased work efficiency, homelike 
atmosphere, and comfort underfoot 
add up to one big profit plus! Lees 
Carpets are indeed a practical, long- 
term investment in attractiveness, 
good service, and money-wise 
management! 











coding, as the operation is per- 

formed simultaneously with typing. 
For more details, circle number 

360 on the Reader Service Card. 


Tape file system 


A new compact filing unit of ex- 
panded honeycomb construction is 
one solution to the problem ol 
keeping tapes immediately avail- 
able to machine operators. Locat- 
ing the filing unit next to the oper- 
ator allows re-filing, 
avoids the extra handling, and risks 
of loss and mutilation, and shut- 
tling tapes between desks. 


immediate 





Overlapping tiers present 600 
tapes to view and within reach, at 
one time. By simply turning the 
panels, she has 600 more on each 
turn—without moving. 

The vertical slots permit fast 
one-hand filing by gravity feed. 
After using the tape the operator 
drops it back in its slot while se- 
lecting the next tape. Tapes are 
always in file and ready for use. 

For more details, circle number 
364 on the Reader Service Card. 
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Selling for approximately $125,000, 
the ALWAC 800 System, using 12 
decimal digit numbers, is capable 
of 11,000 additions, 2,000 multipli- 
cations, or 13,000 comparisons per 
second. The high-speed internal 
memory may be supplemented with 
up to 10 magnetic drum storage 
units, each having a 12 million deci- 
mal digit capacity, and a 4 milli- 
second access time. Multiple tape 
units provide greatly enlarged ad- 
ditional lower speed storage. Input- 
output consists of punched cards, 
line printer, high-speed paper tape, 
and electric typewriter, as required. 
For more details, circle number 
363 on the Reader Service Card. 


Low cost computer 
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Recent tax 


court cases 


by Benjamin Newman, Tax Attorney, Koenig and Bachner, New York 


THE QUESTION 


Is a “contingent liability” tax deductible? 


THE FACTS 


‘Taxpayer, a doctor, employed two 
other doctors in the years 1950 and 
1951. The employment contract pro- 
vided, in addition to weekly salaries, 
that the two employee doctors be 
credited with a percentage of annual 
income to be applied toward the pur- 
chase of an interest in ‘Taxpayer's 
equipment and practice in the event 
they so elected at the termination of 
their period of employment. If the em- 


ployee doctors failed to exercise their 
option, they would receive no benefit 
whatsoever, and would forfeit all rights 
in the accrued income. At the termina- 
tion of the contract, in 1952, the two 
employees elected not to enter into the 
partnership. On his tax returns for 1950 
and 1951, Taxpayer had deducted these 
accrued credits in computing his net 
income. The commissioner disallowed 
deductions from net income. 


THE RULING 


Taxpayer is on a cash basis and there- 
fore may take a deduction only when 
an expense is paid, stated the Court. 
Here, nothing was paid. Even on an 
accrued basis, Taxpayer would not 
have been entitled to a deduction, con- 
tinued the Court. The liabilities to the 
employees in the instant case were con- 
tingent on the formation of a partner- 


ship. A contingent liability may not be 
deducted. A liability may be taken as a 
deduction in the year when the fact of 
liability is fixed. Accordingly, con- 
cluded the Court, Taxpaper may not 
take the deduction. (Heublein vs. Com- 
missioner of Internal Revenue, U. S. 
Court of Appeals, 2nd Circuit, decided 
May 15, 1956) 





THE QUESTION 


May a taxpayer give away royalty income and thereby reduce 


his taxable income? 


THE FACTS 


Taxpayer was the owner of a patent- 
able invention. He sold the patent 
rights to the Universal Winding Co. 


AUGUST 1956 


Under the terms of the contract of sale, 
Taxpayer was to receive a certain 
royalty on each machine sold. Tax- 
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Old Settlers for New Homes 
WHEN YOU MOVE LONG-DISTANCE THE MAYFLOWER WAY 


> By “old” we mean experienced. And by “settlers” we mean 
helpful, willing, competent moving men who are anxious to help 
the families you move get comfortably settled in their new 
homes. They assemble all lamps, beds, and other pieces which 
have been dismantled for moving. They arrange all the furniture 
as directed. They’ll do the unpacking if that service is part of 
the order. In short, they'll do everything possible to make the 
new home immediately livable. This saves time, trouble, and 
money for the people you move, your company, and yourself. 


Let Mayflower do it for you. 


AERO MAYFLOWER TRANSIT COMPANY, INC. + INDIANAPOLIS 


Mayflower Service is available through selected warehouse agents through- 
out the United States and Canada. Your local Mayflower agent is listed under 
Moving in the classified section of your telephone directory. 





America's Finest Long-Distance Moving Service 


(Circle 251 for more information) 





Du Pont Presents 


a stunning selection of vinyl upholstery patterns in 


Breathable Fabrilite 





ONLY BREATHABLE “FABRILITE" 
OFFERS ALL THESE ADVANTAGES — 


1 Thousands of invisible pores that breathe 
for floating-on-air comfort 





AR Waa Rage 





q Continuous vinyl coating that leaves 


no exposed fabric to soil 


¥ Exclusive Du Pont finish that resists 
dirt and wear... washes completely 


clean with a soapy sponge 


THE FAR EAST LOOK—formerly a high-fashion exclusive of 
luxury fabrics—is now available in extra-durable vinyl up- 
holstery. Siam—newest pattern in Du Pont breathable 
‘Fabrilite’’-—breathes with the very air of the Orient. Its 
delicately worked design gives the effect of pongee, and its 
unusual grain has the rich texture of raw silk. Siam is executed 
in lustrous, fade-resistant Jewel Tone} colors—ten compatible 
metallic tints (including for the first time a true gold color) that 
will brighten any room. The result of years of research, Jewel 
Tone colors are available only in Siam breathable ‘‘Fabrilite.”’ 
Their fade-resistant characteristic assures the color’s lasting the 


life of the extra-rugged vinyl! +Patent Applied For. 


NOW YOU CAN ENJOY high-style uphol- 
stery that provides both the cleanability 
and durability of vinyl plastic and the 
airy comfort of a woven fabric! All three 


from waiting room to dining room. The 
introduction of Siam—with its seductive 
Far East look — provides still a third 
choice of a strikingly different pattern to 


tive beauty will prove there’s no vinyl 
upholstery like Du Pont breathable 
“Fabrilite.” 


patterns in breathable “Fabrilite’’* have the suit your décor. 


exclusive Du Pont plasticizer system which 
takes full advantage of its elastic knitted- 
fabric backing. Besides comfort and dura- 
bility, the result is an easy-to-clean seat- 
ing surface that stays pliable and retains 
its original shape. 


And each pattern possesses its own dis- 
tinctive design! Castleton was created by 
world-famous Russel Wright as a “‘living”’ 
abstraction. The pattern**actually changes 
when viewed from different angles—subtle 
overtones and striking contrasts appear in 
unusual combination. Styled in 15 excit- 
ing deeptones and pastels. 


Dorchester presents the quality appear- 


ance of luxurious hand-loomed tweed. Its Blow smoke right through it! Visiai proof (above) 


Castleton, Dorchester, Siam 
tra durability, extra comfort, extra-protec- 





Ek. I. du Pont de Nemours & Co. (Ine.), 
Fabrics Division, Wilmington 98, Del. 


thei r ex- *“Fubrilite’” is Du Pont’s registered trademark for its elastic- 


supported vinyl upholstery. ** Design Patent 175,817. 


There’s no vinyl upholstery 
like Du Pont 


Fabrilite° 


elastic-supported vinyl upholstery 





CED ehee 99 ; REG. U.S. PAT. OFF. 
vill : | ‘ shows you that breathable ‘‘Fabrilite” upholstery really 
fine twilly texture enhances every setting breathes for the utmost in comfort! BETTER THINGS FOR BETTER LIVING... THROUGH CHEMISTRY 


(Circle 268 for more information) 








payer at no time was an employee of 
Universal. Approximately five years 
later, during which time Taxpayer re- 
ceived royalty payments from Univer- 
sal, he assigned absolutely and _ irrev- 
ocably all of his right, title, and interest 
under the contract with Universal to 
his wife. Universal consented to the 
assignment, and thereafter paid all 
further royalties to Taxpayer's wife. 
‘The Commissioner of Internal Reve- 
nue contended that despite the assign- 
ment, the royalty payments constitute 
taxable income to Taxpayer. 


THE RULING 


It is a general rule of law that one 
vested with the right to receive income 
may not escape the tax on it by an 
anticipatory arrangement whereby he 
causes payment of it to be made to 
another, since by the exercise of his 
power to command the income, he en- 
joys the benefit of it, stated the Court. 
However, in this case, Taxpayer has 
irrevocably and completely divested 
himself of any ownership in the prop- 
erty creating the income. How can it 
be said that the payments by Universal 
Winding Co. to Taxpayer’s wife, which 
he had no power to command, consti- 
tuted income to Taxpayer, asked the 
Court. Nor does the general rule, that 
income is to be taxed to its earner have 
any application here. Income as in- 
terpreted under the “earner’’ theory 
includes “income from salaries, wages, 
or compensation for personal service— 
of whatever kind and in whatsoever 
form paid.” Such income is admittedly 
not the case here, continued the Court. 
‘Taxpayer was not an employee of Uni- 
versal, nor had he retained any control 
over the assigned property. Accord- 
ingly, concluded the Court, the royalty 
income is not taxable to Taxpayer. 
(Commissioner of Internal Revenue vs. 
Franklin A. Reese, U. §. Court of Ap- 
peals, Ist Cir., decided May 3, 1956) 
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How to use 


GOVERNMENT 





RESEARCH 


A comprehensive survey of available research 


information sources and services 


ms Government spending 
for research will hit a new high of 
$2,289,000,000 in 1956. What = can 
American businessmen expect to get 
for their tax contributions to this ex- 
penditure? Well, if they take advantage 
of the material released by the govern- 
ment, they might benefit to the same 
extent as the small manufacturer who 
saved $10,000 the first year from a 
solution found in a research report 
costing $2.00. 

Applications take most of the re- 
search budget, with only a small part 
going into basic research. Most govern- 
ment agencies must aim for immediate 
objectives as directed by law. As a re- 
sult, in 1954 only $116 millions went 
into basic research, against $1,646 mil- 
lions into applied research and devel- 
opment. Many scientists have been 
worried about this apparent neglect of 
the fundamentals, and more business 
firms have begun to support this kind 
of activity. The government emphasis 
is beginning to swing in this direction, 
too, for the 614% spent on basic re- 
search in 1954 is gradually rising, and 
within a few years it should hit 8%. 

What does this research add up to? 
Can anybody make any money out of 
them? If so, how can you find out about 
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specific projects in specific subject- 
matter areas? These are all legitimate 
questions, and all can be answered. 

There is no question of the value of 
government research, after a little in- 
vestigation. Whole industries have 
been built up on the basis of work 
originally performed under govern- 
ment contract. The increasing role of 
titanium, for example, was _ forced 
through by government research pro- 
grams. If zirconium ever plays an im- 
portant part in our economy, it will 
be because of the need of the Atomic 
Energy Commission for the rapid de- 
velopment of its technique. ‘ 

It is true that a government report 
can rarely be taken hot from the press 
and turned over to production. Any- 
body who is looking for a royal road 
to riches is going to be disappointed. 
Government needs and requirements 
are not identical to those of industry, 
even though there is much in common. 
The Air Force does not have to con- 
sider the economic factors that play 
such an important part in the decision 
of management. But for that very rea- 
son, the Air Force, and other govern- 
ment agencies, can afford to invest in 
efforts to lick basic problems. Once 
those are licked, private enterprise can 








How to get the government to research your problem 


| Scare research is fine—if you happen to find the answer to your 
roblem. But what happens if you read and search and subscribe, 
and you still have a problem? Don't give up hope of getting help from Uncle 
Sam. It still may be possible, under certain circumstances. 


If the solution to your problem is of specific interest to the Army or the 
Navy or the Air Force, and if you have the facilities, if not the money, to 
solve it, you might be able to get a research contract. Or you might be able 
to persuade one of the agencies that there is sufficient need for the solution so 
that they will issue their own contract. 


But if both these fail, and you still are faced with the problem, you might 
be able to get the National Bureau of Standards to help you out. Since 1920, 
the NBS has been operating under what it calls its Research Associate Plan. 
Under this, industry associations, individual companies, and even private in- 
dividuals may propose that the Bureau undertake one or more research pro- 
grams, with the sponsor agreeing to supply substantial support. This will 
usually include the salaries and expenses of investigators, who will remain on 
the sponsor’s payroll, but will work at the Bureau, under the direction of one 
of the division chiefs. It may also include the cost of special equipment, 
supplies, facilities for field or pilot plant testing, and so on. The exact ar- 
rangements are quite flexible. 


There have been some 180 sponsors in this program, and at the time of 
the last annual report of the Bureau, there were 12 groups supporting 40 
separate projects. Some of the projects are short intensive studies; others, like 
the fundamental research into dental problems sponsored by the American 
Dental Association, have been running since 1928. ALCOA is backing a study 
on reflective thermal insulation; the American Iron and Steel Institute has 
people working at the Bureau on reinforced concrete; The Asphalt Roofing 
Industry Bureau, the Calcium Chloride Association, the Porcelain Enamel 
Institute, the Portland Cement Association, all have projects currently being 
sponsored, in their own particular fields of interest. 


Detailed arrangements for these projects vary widely, and are worked out 
to meet the needs of the research. But one condition is always present: a re- 
search associate project must not only be of value to all groups concerned in 
the particular field and to the Federal Government, but must also be impor- 
tant from the standpoint of the Nation’s sum total of technologic knowledge. 
The results become a part of the public domain and are published by 
the Bureau. 

This all adds up to a lot of work, and while the results of all this govern- 
ment research are available to all, you won’t be handed things on a silver 
platter. Nobody within the government is paid to look over the wealth of 
material with a weather eye peeled for problems that might be bothering you. 
If you want it done, you must do it yourself. Once you show an interest, you 
will get plenty of assistance and guidance, but the initiative must be yours. 


WHERE THE RESEARCH DOLLAR IS SPENT 


PHYSICAL SCIENCES is Ss 87 < 
LIFE SCIENCES Ei 11¢ 
SOCIAL SCIENCES § 2¢ 


The research programs of the government cover a wide range, although of 
each dollar spent in 1954, 87¢ went into the physical sciences, which include 
the mathematical and engineering sciences as well. The next category, with 11¢ 
to 12¢, go into the life sciences. The medical sciences get about half of these 
funds, the biological sciences a third, and the rest goes into agricultural proj- 
ects. The balance of two or three cents is divided among the social sciences 
and the collection of basic statistical data. 
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The Dictaphone TIME-MASTER dictating machine. 
“Takes the words right out of your mind.” trade-marks of Dictaphone Corporation. 
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Around the world, year after year, more and more people are buying Dictaphone 
TIME-MASTER dictating machines to speed their work—and this little red plastic 
belt is the reason. It’s the DICTABELT dictation record with crystal-clear record- 
ing that can’t be erased by accident. Mail or file unbreakable DICTABELTS like 
a letter. Real cost? Less than all other dictating mediums. TIME-MASTER and 
the unique DICTABELT can help you communicate easier, faster and better. 


The Dictaphone office nearest you will be glad to prove this any time you say. 


DICTAPHONIE corporation 


leader in sales and service the world around 


For free booklet, write Dictaphone Corporation, 420 Lexington Avenue, New York 1: ee. In Canada, 
Dictaphone Corporation, Ltd., 204 Eglinton Ave. East, Toronto. ..in England, Dictaphone Company, 
Ltd., 17-19 Stratford Place, London, W.1. Dictaphone, Time-Master and Dictabelt are registered 
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refine and improve methods, can work 
out increasingly efficient methods, can 
take out patents on improvements. 

One such example in recent years is 
the development of ceramic coatings 
for metals, a program of the National 
Bureau of Standards in an effort to 
cut down the rapid corrosion of air- 
craft exhaust systems. The Ryan Aero- 
nautical Company, which is using the 
NBS coatings, has reported that “for 
the first time in Ryan experience, an 
examination of exhaust header sections 
with 650-hour service disclosed no 
signs of deterioration.’ Private indus- 
try has adopted and developed the ma- 
terials further, and such companies as 
the Ferro Corporation of Cleveland 
and the ‘Toledo Porcelain Enamel 
Products Company are manufacturing 
the materials, and bringing out new 
applications. In a few short years the 
process has reached the consumer level, 
with Sears’ deluxe gas stoves featuring 
these coatings. 

It was the Bureau that developed the 
magnetic clutch, as a by-product of 
work on high-speed computers. The 
Eaton Manufacturing Company, among 
others, picked up the government- 
owned patent, and started what is now 
a million dollar industry which shows 
no signs of levelling off. 

One of the more recent NBS develop- 
ments which has aroused great interest 
within industry is its electroless plating 
process. This uses chemical action 
rather than electrical current to plate 
nickel, resulting in a better coat with 
less material. NBS developed it to the 
laboratory stage, and industry chemists 
picked it up from there. Many firms 
tried it, they worked out the problems 
of mass operations, they took out im- 
provement patents, and it is becoming 
an accepted technique. Such firms as 
Thompson Products (Cleveland), the 
Aircraft Turbine Division of General 
Electric, and the Gruen Watch Com- 
pany, the latter two in Cincinnati, have 
been working with the method. 

While NBS activity is perhaps more 
immediately applicable to industrial 
utilization, you must remember that 
this single agency spends only a frac- 
tion of total government funds. The 
bulk of the money is spent elsewhere. 
While you may run across much mate- 
rial of little value, in the vast files you 
are likely to dig into a rich lode. 
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SELECTED GOVERNMENT RESEARCH PERIODICALS | 
| 





Single 
Title Agency Issued Subscription Copy 
Agricultural Research Agriculture Monthly $1.00 15¢ 
Armed Forces Medical Defense Monthly $5.25 A5¢ 
Journal | 
Bureau of Ships Journal Navy Monthly $1.75 15¢ | 
Journal of Research Nail. Bureau of 
Standards Monthly $4.00 vary “a 
Monthly Catalog of Govt. Prtg. Off. Monthly $3.00 25¢ 
U.S. Govt. Publications | ciendia ZATIONS 
Technical Reports Nail. Advisory | srchonds® 
Comm. for Aero Irregularly $10.00 vary 
Nuclear Science Abstracts AEC Semimonthly $6.00 25¢ 
Official Gazette Patent Office Weekly $30.00 75¢ 
Research Reviews Off. of Naval 
Research Monthly $1.50 15¢ 
Technical News Bulletin Natl. Bureau of 
Standards Monthly $1.00 10¢ 
Public Health Reports Public Health 
Service Monthly $4.25 vary 
Technical Reports OTS, Dept. of | 
Newsletter Commerce Monthly $1.00 10¢ | 
U.S. Government Research OTS, Dept. of 
Reports Commerce Monthly $6.00 60¢ 





Salibedis Business Forms combine all 
billing and shipping forms into one! 


To enter a subscription to any of these, or to order a single copy, send the money in check 
or money order to the Superintendent of Documents, Government Printing Office, Washing- 
ton 25, D.C., not to the issuing agency. 





But how can you keep up with the 
flow of information? This is a serious 
problem which has bothered govern- 
ment executives, who are deeply con- 
cerned with their responsibility to the 
public. When the first mass of captured 
German scientific and industrial ma- 
terial was brought over here at the end 
of the war, Congress authorized a 
special office within the Department of 
Commerce, the Office of Technical 
with the responsibility for 
making the German materials avail- 
able. Its assignment has been extended 
to the distribution of research reports 
from all parts of the United States 
Government as well. It now has a file of 
more than 250,000 such reports, and 
more are received every month. 

As_ they experts analyze 
them to estimate their value to indus- 
try. Those they consider more widely 
valuable are reproduced and sold at 
the cost of printing and handling. This 
will vary from a low of 50¢ to as much 
as eight or ten dollars for a particularly 


Services, 


come in, 
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fat volume, but the average price runs 
about $1.50. And for this price, you 
get a copy of a research report that is 
the result of a government expenditure 
of thousands of dollars or more. 

The potential demands for some 
reports would not warrant reprinting, 
but these are, nevertheless, available. 
They are deposited at the Library of 
Congress, where they can be studied. 
If you want a copy for your own files, 
the Library will make you a microfilm 
or a photocopy, with the price depend- 
ing on the number of pages. 

In order to let people know what is 
newly available, OTS publishes a 
monthly periodical, U.S. Government 
Research Reports. This is available at 
$6 a year from the Superintendent of 
Documents, U.S. Government Printing 
Office, Washington 25, D. C. Each 
issue contains abstracts of about 300 
technical reports, with price of copies, 
and directions on ordering procedures. 
The abstracts are arranged according 


to basic subject matter, which ranges 


Regardless of how you billorship... 
whether by rail and truck exclusively, 
or by parcel post or express, or any 
combination of these . . . Baltimore 
Business Forms will combine all forms 
into one. Invoice, labels, packing slips, 
accounting copies and bills of lading, 
all to be typed at once. 


If you have a combination of rail, 
truck and parcel post, all of the above 
forms should be used except the bills 
of lading . . . which you don’t have to 
use for parcel post. When bills of lad- 
ing are needed they can be combined 


in perfect registration and all copies 
can be written at one time. You owe 
it to yourself to investigate these 
quick, easy ways to organize and cut 
costs of your billing and shipping. 


Send for free samples or recommen- 
dations! At Baltimore Business Forms 
every representative is an experienced 
‘““system planner,” capable of solving 
any business form problem. Write 
today for samples or an unbiased 
recommendation. ,THE BALTIMORE 
BustnEss Forms Co., Dept. A, 3142 
Frederick Ave., Baltimore 29, Md. 


The Baltimore Business Forms Company 





(THE BALTIMORE SALESBOOK COMPANY) 
Saving time and reducing costs in business and industry 


MANDYSET ONE-TIME 
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Good-looking, well-designed 


checks are an essential 


part of the equipment of every 


successful company today. 


As designed by The Todd Company, 


your checks can do all these 


things for your business—and more! 


e Attract new customers 
e Advertise sales features 
e Create valuable prestige 


e Carry vital information from 


management to employees 





e Safeguard company checks against \ 


alterationa gery 


e Save time it. »vokkeeping, disbursing 


and filing procedures 


Commercial check design is 
service provided by Todd. 


For more detailed informati 
mail the coupon. 





ee 


a free 


on, 


THE TODD COMPANY, Inc., Dept. MM-8-56 | 
Rochester 3, N.Y. | 
Please have your representative phone me for an | 
appointment. I'm interested in your check designing | 
service. l 
| 
Name of Company l 
ey Address City State | 
ROCHESTER & NEW YORK | 
SALES OFFICESIN WW PRINCIPALCITIES ‘ur Name and Tice | 
(R 
SUBSIDIARY OF Phone Number | 
MM—8-56 
I ci ie ere ets Sain A airs its Saw see eee ante axe ieee ie ete tin J 
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How government research 
can pay off 

A smal! manufacturer of mirrors was 
running into serious trouble with rejects, 
caused by spots that were forming dur- 
ing the silvering process. He tried every- 
thing he knew to solve his problem, but 
he found the answer in a government 
research report, which he bought for a 
few dollars. The result was a savings 
of approximately $10,000 the first year! 











over wide fields of interest. One recent 
issue, contained refer- 
ences to reports on these topics: 


for example, 


An adhesive to hold objects on sur- 
that 
slightly wet, oily, or dirty 


faces are somewhat rough, 
A rugged electron tube, able to stand 


1000G shocks of .005 seconds duration 
A symposium on the stability of de- 
hydrated eggs 

A panel discussion on radiau © 
preservation of foods 

A process for recovering manganese 
from steel-plant slags 

Symposium on ceramic cutting tools 


An evaluation of experimental wool 
and synthetic blends 


In case this compendium of abstracts 
is too much for you to handle, OTS 
describes the more interesting reports 
in its monthly Technical Reports 
Newsletter ($1 a year from the Super- 
intendent of Documents). While it is 
not as complete as USGRR, of course, it 
will call your attention to 15 or so 
important reports in a compact four 
pages each month. 

From time to time, the Office of 
Technical Services has collected all its 
abstracts on a particular subject, and 
erprinted them in its series of Catalogs 
of Technical Reports, of which more 
than 300 have been issued at prices 
running from 10¢ to 25¢ each. Three 
recent ones cover transistors, cermets, 
and magnetic amplifiers. A full list of 
these CTRs will be sent to you on re- 
quest without charge. 

Government processes being what 
they are, it may take a little time for 
the abstracts to reach you. ‘The report 
must first be accepted by the agency 
for which the work is done. It then 





goes through channels to OTS, which 
must have it read and evaluated. Fi- 
nally, the abstract finds its way into 
print. This may take as little time as 
two months, but when security is in- 
volved, it can take many years. 

But this does introduce a time lag 
between the date of completion of the 
research and the date on which you can 
purchase, through these channels, the 
needed 
possible, however, to follow the work 
of a particular agency or agencies more 
closely through publications issued by 
that activity. There is a list of all gov- 
ernment periodicals available on sub 
scription, which can be obtained with- 
out charge by asking the Superintend- 
ent of Documents to send you Price 
List #36. You might select those that 
seem most pertinent to your problems. 
If you work in the farm field, for ex- 
ample, you will probably want to sub- 
scribe to Agricultural Research, a 
monthly at $1 a year, which presents 


information. It is sometimes 


the results of the Department of Agri- 
culture’s research projects in livestock 
management, crops, fruits 
vegetables, poultry and related agricul- 
tural fields. Other periodicals appeal to 
other specialized groups. 

‘The National Bureau of Standards 
issues two periodicals which cut across 
many fields of interest, due to the 
broad nature of the Bureau’s work. Of 
greater interest to management is 
its Technical News Bulletin, issued 
monthly at $1 per year. This carries 
brief, illustrated articles on Bureau 
projects, frequently in enough detail! 
to allow readers to reproduce the de- 
scribed process or equipment. A single 
recent issue contained articles on mak- 
ing plastic springs, an electronic posi- 
tion-tracking instrument (complete 
with circuit diagram), a lathe attach- 
ment for cutting nonlinear-pitch 
screws, and so on. The Journal of 
Research, at $4 a year, is a 
scholarly publication, edited more di- 
rectly for the research worker. 

The Atomic Energy Commission 
spends more money on research than 


soils, and 


more 


any other agency outside of the mili- 
tary. ‘They concentrate, of course, on 
the nuclear field, but today this has 
almost no limits. All AEC projects that 
and available to the 
the semi- 
monthly Nuclear Science Abstracts ($6 


are unclassified 


public are abstracted in 
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Some research is restricted information 
All results of government research are 
available to the public, except when 
publication might be a threat fo our 
national security. Unfortunately, much 
of the work is classified. The sensitive 
agencies spend the bulk of research 
funds. Together, the Department of De- 
fense and the Atomic Energy Commis- 
sion spend about 85% of all govern- 
ment research money, and these are the 
most sensitive areas. But even they pro- 
duce much unclassified work, and even- 
tually much of the classified material is 
released to the general public. 











a year), which also includes abstracts 
of articles from domestic and foreign 
literature, and is about as complete as 
you can get. The AEC reports are 
available in Washington, of course, but 
the Commission sends copies on release 
to its 50 or so depository libraries 
throughout the country. Most of these 
are on university campuses, but a few 
big city libraries are included. You can 
get microfilm or photographic copies 
either from the Library of Congress, 
or usually from the nearest depository. 

The newest of these departmental 
publications is the Report of NRL 
Progress, published by the Naval Re- 
search Laboratory. It made its bow 
with the January, 1956 issue, and for 
the present, no subscriptions are being 
taken. Orders for individual issues can 
be placed as they come out with the 
Office of Technical Services, Depart- 
ment of Commerce, at $1.25 each. The 
April issue contained articles on an 
improved device for studying fracture 
propagation in structural materials, a 
report on the test, evaluation, and 
analysis of a foam pump for fire fight- 
ing applications, a study of shock level 
in packages during drop tests, an inves- 
tigation of modified 12-percent chro- 
mium steel for intermediate tempera- 
ture applications, plus a number of 
other reports. 

Another source of technical informa- 
tion is the Official Gazette of the 
Patent Office, which, of course, covers 
a far broader field than the govern- 
ment itself. Coming out weekly, it costs 
$30 a year. In addition to the chiet 
claims and drawings of all patents 
issued that week, it has a special sec- 
tion listing government-owned patents 
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APPLYING RECORDAK MICROFILMING TO BUSINESS ROUTINES—No. 19 in a series 





Easy to keep track of 550,000 Lions 
with Recordak Microftlming 


At Lions International Headquarters, Chicago, com- 
plete facts about 12,525 Lions Clubs in 75 countries are 
on Recordak Microfilm—ready for immediate reference 
in Recordak Film Readers. 

Hours are saved daily in answering Club inquiries 
about memberships, anniversaries, and Lions Club ac- 
tivities the world over. Consider just the latter .. . 
picture the bottleneck if paper records had 
to be searched: in a single year Lions 
e. Clubs successfully completed 170,230 
v4 separate activities boosting community 











betterment, sight conservation and a 
host of other worthy causes. 

But Headquarters—with the aid 
of Recordak Microfilming—has the 
. whole story at its finger tips... 
can forward facts and figures 
promptly, which leads to 
unified, progressive action. 


**Recordakh” is a trademark 


SRECORDERK 


(Subsidiary of Eastman Kodak Company) 
originator of modern microfilming— 
and its application to business routines 
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Recordak Microfilming also saves 
$15,600 per year in filing space. An 
estimated 3,900 sq. ft. was saved in 
Lions International’s new headquarters 
by putting the Lions history on 





Recordak Microfilm. And this action, too, protects vital 
records as never before against misfiling and other losses. 


Only another example, this, of the way Recordak 
Microfilming is cutting costs for more than 100 different 


types of business, thousands of concerns. 


A valuable free booklet, “Short Cuts That Save Mil- 
lions,” shows how it can trim your costs, too—let you 
take up to 80 pictures for 1¢; do away with manual 


record keeping on job after job. 











_ State 


~-———- MAIL COUPON TODAY —-———— 
RECORDAK CORPORATION 

| (Subsidiary of Eastman Kodak Company) 

j 415 Madison Avenue, New York 17, N.Y. 

| Gentlemen: 

| Please send free copy of “Short Cuts That Save Millions.” 
| 

| Name 

| 

| Position itpsamaniia 

| 

| Company 
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Just this... fencing more than any other sport, calls for 
MOTION-ECONOMY . .. and that’s exactly what today’s busi- 
ness procedures call for—accomplishing the most with the 
least waste of movement and effort. Remington Rand pio- 
neered this trend and today is delivering MOTION-ECONOMY 
built into the most advanced business machines of every 
type. For example, the four electrically-powered records- 
handling machines shown below. 

Greater productivity results because walking and stand- 
ing are eliminated. All records FLow into position at the 
same level, directly in front of the operator who is com- 
fortably seated. Eye and body fatigue are reduced . . . un- 
necessary physical labor and drudgery eliminated. 





fencing got to do with your business’? 


Gone are the constant stooping and bending to use lower 
drawers . . . the reach and stretch for the higher ones. Vari- 
able lighting, shadows and “no place to work” are things of 
the past. Improv ed employee relations follow from the | bet- 
ter working conditions. Personnel turnover is reduced. 

Why not get full particulars now on how these records- 
h: indling mz whines can be applied to your business? Sim- 
ply write Room 1814, 315 Fourth Avenue, New York 10, 
and ask for the booklets listed. 


Remington. tard. 


DIVISION OF SPERRY RAND CORPORATION 





*Trademark 
Robot-Kardex* Convé-Filer* 
. . Saves up to . . +» Saves up to 
30% on posting 30% on clerical 
time ... up to cost for users of 





59% on space... 
any one of 4,000 
sets of visible rec- 
ords at the touch 
of a finger! Ask 
for KD505. 





large, active card 
records ... any 
one of 200,000 
cards positioned 
electrically! Ask 
for LBV160. 


Roto-Kard* Kard-Veyer* 
@ - most advanced a . electrically 
drum housing... 2 powered ... 16,- 


saves space... 


; 


000 to 80,000 ver- 


| a 
up to 6,000 record tically-filed cards 
f cards in less than (including punched 
i 3.6 square feet.. cards) ... saves 
y) electric or manual posting and filing 
—— operation! Ask for time! Ask for LBV- 
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KD770. 


706. 








ADDENDA TO STATISTICS SOURCES 

Our recent article on government statistics 
omitted a valuable source book published 
monthly by the Office of Distribution. The 
Distribution Data Guide contains selected, 
current annotations of basic information, 
statistics, surveys, and reports, both govern- 
ment and non-government, of significance to 
those engaged in marketing and distribution. 
A year’s subscription is available for $2.00 
from the Supt. of Documents, U. S. Govt. 
Printing Office, Washington 25, D. C. 











which may be licensed without royalty, 
as well as those privately-owned patents 
offered for license or sale. 

In addition, OTS has compiled lists 
of patents owned by the government 
and available for license. Seven of these 
are now in print, and can be ordered 
directly from OTS. Following each 
title, as listed below, are the number 
of abstracts included, and the price of 
the volume. 

Instrumentation—775 abstracts—$2.00 
Chemical Products; Processes—1350—$3.00 
Food Products and Processes—265—$1.00 
Metal Processes and Apparatus, Machinery, 
and Transportation Equipment—765—$2.00 
Electrical; Electronic Apparatus—1915—$4.00 
Ordnance—644—$2.00 


Ceramic, Paper, Rubber, Textile, Wood, and 
Other Products and Processes—308—$ 1.00 


\ supplement, which contains 905 ab- 
stracts in all seven areas, and bringing 
the listing up to June, 1955 has been 
issued. You can get it by ordering 
PB-111854 from OTS, for $3.75. 

Most of these reports are of finished 
work, but frequently progress reports 
can be of great value. These are some- 
times issued as separate papers or 
monographs, or presented at profes- 
sional or business association meetings, 
and then printed in specialized jour- 
nals. One way of keeping track of these 
papers is to follow the regular pub- 
lications of the agencies, which are 
always proud of the achievements of 
members of their staffs. The NBS 
Technical News Bulletin, lists all Bu- 
eau publications released since its last 
appearance, and a list of all papers, 
published by staff scientists. 

In order to keep track of all govern- 
ment publications, whether printed or 
processed, whether for sale or issued 
free, you can subscribe to the Monthly 
Catalog of United States government 
publications at $3 a year. A free leaflet, 
Selected List of Government Publica- 
tions is issued twice a month, but it 
includes only publications of broad in- 
terest and only those for sale. m/m 
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Modern, economical solution to the office space 


Free-standing yet rigid, Art Metal 
Modular Steel Panels solve the problem 
of conserving expensive floor space 
while providing needed privacy for staff 
personnel, working alone or in groups. 
At little cost, Art Metal Modular 
Panels turn open space into organized 
work centers overnight, while their 
mobility makes it easy to rearrange 
offices whenever the need arises. 
Private and departmental layouts in 
infinite variety are possible. Panels are 








problem 


... modular panels by Art Natal 


in five widths on 15” modules. Hidden 
channels conceal wiring and removable 
cover plates accommodate electric out- 
lets or telephone jacks. Flush panel 
doors and translucent or clear sheet 
glass panes permit the degree of pri- 
vacy required. 

But why stop half-way when it costs 
so little to give each worker the extra 
comfort and convenience of an all-Art 
Metal office? A functionally efficient 
New Century Desk organized to speed 


LET US SEND YOU literature illustrating and 
describing these Art Metal products: 


e Modular Steel Panels 
e@ New Century Desks 


@ Correct-Seating Office Chairs 


@ Accessory Office Equipment 


© ArT METAL CONSTRUCTION 


and simplify its user’s job... Correct 
Seating Aluminum Posture Chair built 
for fatigue-free comfort in working or 
resting position... bookcase, work table, 
filing facilities as necessary. All are 
design-related and styled for color. Like 
the panels, all are quickly available. 

Call your local Art Metal dealer or 
branch office, listed in the Yellow 
Pages under “Office Equipment.” Or 
write Art Metal Construction Co., 
Jamestown, New York. 


For 68 years 
the hallmark 
of the finest 
in office 
equipment 
and systems 








HIGHER 


You begin to appreciate why more u ork 
gets done atan Art Metal New Century 
Desk when you pull out the vertical 
file drawer. See how it glides out all 
the way giving free and convenient 
access to the contents of two letter-size 
cross file trays! 

This 100% use of ‘the most valuable 
24 inches in the office” is one of many 
time and motion-saving innovations 


A BROCHURE illustrating and describing Art Metal 
New Century Desks will gladly be sent on request. 
Ask your dealer or write Art Metal Construction 
Company, Jamestown 4, New York. 


© art METAL CO 


RUCTION CO.—195¢ 


Dae we 


at every 
office work station. 


ne i 77, 
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WES 


OUTPUT 


developed by Art Metal to make desk 
work easier and faster. Trays, partitions 
and other accessories serve to organize 
the work and working tools for the needs 
of the individual job. E ach adds functional 
convenience, helps to increase the net 
return on your office payroll dollars. 

There is a New Century Desk for 
every requirement executive, secretarial 
and clerical. Every model and size is de- 
















BUILT-IN by 


rt Metal 


with exclusive features 


like this 


signed for beauty and comfort, and built 


to the famous Art Metal standard of 


casemaking craft. 

Your local authorized dealer or branch 
office will gladly demonstrate these 
desks. Ask about the Art Metal Office 
Planning Service—invaluable when you 
rearrange, move, or remodel your offices. 
For name and address, consult the Yel- 
low Pages under ‘‘Office Equipment.’ 


For 68 years 
the hallmark 
of the finest 
in office 
equipment 
and systems. 
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The ‘house party’ 





approach A 


to executive 


selection 


“mms Many a management 
man prefers not to depend on psycho- 
logical testing when it comes to hiring 
executives. They argue that there is no 
substitute for intuition in screening for 
high level positions. Perhaps their most 
valid claim is that ordinary test methods 
do not give a true picture of the whole 
man, and tend to give the advantage 
to test-wise specialists rather than to 
intelligent general administrators. 

If you feel this way, the eight-year 
experience of the Markle Foundation, 
New York, in using house parties for 
the final selection of the candidates for 
their grants, offers an interesting alter- 
native. Like business concerns, the 
Foundation is interested in selecting 
men on the basis of the intangibles of 
character, personality, and potential 
leadership. The Foundation offers sub- 
stantial grants to younger, full-time 
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members of the faculties of medical 
schools, with the ultimate purpose of 
keeping the best men in the highly- 
necessary, but underpaid, tasks of teach- 
ing and research. Each school is per- 
mitted to nominate only one highly 
qualified candidate. This insures that 
the bulk of the candidates are of high 
scientific competence, and makes the 
final selection very difficult. 

To cut the list down to the number 
for whom funds are available, candi- 
dates are invited, in groups of no more 
than 12, to a three-day session held in 
country houses, leased for the occasion 
by the Foundation. 


The selection committee 


Members of the selection committee 
of four, none of whom are physicians 


or connected with the medical field, 
meet the candidates at the house-party. 
Half of each committee is from the 
academic world, while the other half 
is chosen from leaders in industry. All 
have had extensive experience judging 
men. They must determine, with scien- 
tific competence ruled out, how a candi- 
date’s mind functions, what sort of per- 
son he is, and whether he is a leader. 
They try to discover, among other 
things, whether his thinking is con- 
structive, whether he has imagination, 
and whether his mind is flexible. 

The first evening of the session is 
spent in briefing and in getting ac- 
quainted. During the next day, each 
committee member spends half an hour 
in a private session with each candi- 
date. The third day is filled with group 
discussions, frequently getting into con 
troversial areas in an effort to draw 
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ALL CLEAR AHEAD Out of the Mittag & Volger laboratory, a flow of 
quality-controlled carbons and ribbons, each a guarantee of all-clear-ahead, no 

matter what your job. © SILK SPUN, M & M, TAGGER, and PLENTY COPY — matchless 

carbons and their matching ribbons — inspired by 75 years of understanding of the 

purpose for which they were made. e Why not let your stationer clear up your “copy” 
complaints with M & V’s all-clear-ahead carbons and ribbons — give him a call, or drop a note to: 


MITTAG & VOLGER, INC. ee PARK RIDGE, N. Jw«. © TELEPHONE: PARK 
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the candidates out. 

Mealtimes furnish additional oppor- 
tunities for getting acquainted. The 
wives of the committee members have 
often been invited, helping make the 
occasion more social. There is always 
some of the Foundation staff on hand, 
although their role is purely adminis- 
trative, with no part in the actual rank- 
ings of the candidates. 

According to John M. Russell, exec- 
utive director of the Foundation: 
“Three days ts long enough for a par- 
ticularly talkative candidate to become 
a thorough bore, and for a quiet young 
man to express himself. It is long 
enough for the superficial person to re- 
veal his true self, and for the man of 
character to be recognized.” 


Rankings and recommendations 


The committee members meet the 
morning after the candidates leave to 
prepare their recommendation. Each 
independently ranks the men in nu- 
merical order before comparing lists. 
With as intangible standards as have 
been set, it is remarkable how close 
the lists have turned out to be. In one 
recent meeting, for example, where 11 
candidates were being judged, all four 
men had the same names in the top 
four and the bottom four positions, with 
the differences occurring only in the 
middle three spots. 

The technique seems to be a fair one, 
even to those men who have gone 
through the ordeal and been turned 
down. The Foundation has received 
many favorable letters from this group. 
But the real test comes in an evaluation 
of whether the method has achieved its 
purpose of keeping scholars in the aca- 
demic field. It is still too early to give 
it an adequate evaluation. It is always 
aifficult to judge the success of a pro- 
gram that operates at such a high level, 
but what indications do exist are all in 
favor of the technique. 

For example, take a look at the 1948 
Markle Scholars. In that year, 16 scien- 
tists were named. Five years later, at the 
conclusion of the grant, 15 of them 
were still is: teaching and research. Only 
one had resigned to enter private prac- 
tice. And their progress upwards during 
the perind had been remarkable, shoot- 
ing ahead of the plans originally laid 
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PRODUCTION CONTROL 


¢ PRODUCTION CONTROL 
‘e ACCOUNTING 

e SALES ORDERS 

¢ QUALITY CONTROL 

¢ TRANSPORTATION 

e MAINTENANCE 

¢ MATERIAL CONTROL 

e CENTRAL FILES 


Production Control works more 
efficiently when information is 
available quickly and accurately! 
TelAutograph’s ELECTRONIC 
LONGHAND Telescriber System 
provides an INSTANT and Simul- 
taneous means of written communi- 
cation from Order Department to 
Stock Records — to Purchasing — to 
Production — to Shipping — to Bill- 
ing. “Saying it in writing” leaves 
no room for misunderstanding or 
error. Buying, Inventory, Produc- 
tion Schedules and Shipping opera- 
tions function more smoothly and 
efficiently. ELECTRONIC LONG- 
HAND is effecting substantial 
savings for many of America’s 
leading manufacturers where Pro- 
duction Control is a vital factor in 
building profits, Send coupon for 
full details, mailed to you. 


Telltuitograph * 
ON 


CORPORATI 








1128 Crenshaw Blvd. 
Los Angeles 19, Calif. © Dept. PC56.B 
Please send brochure on use of 
TelAutograph in my business. 
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out for them. In the same year, 22 can- 
didates had been rejected. Only 11 of 
these were still teaching. 


A guidepost for industry 


To date, there is no record of in- 
dustry adopting the plan in full. Many 
executives have made a practice of in- 
viting a prospective top-level employee 
to a round of golf, to sit in on a poker 
session, or come home to dinner, but 
the process is far from regularized. 
Rarely are all candidates judged in a 
group and by a group. 

It is important to remember that 
prior screening must be done, to make 
sure that all men being interviewed 
have the technical capabilities for the 
job. Then the house party screening 
can be devoted to examining the total 
personality picture. It is a worthwhile 
method that could be advantageously 
adopted by some progressive corpora- 
tions. m/m. 
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New course in 
electronic data processing 


Canning, Sisson & Associates, and Data 
Processing Counselors, have announced a 
course tailored to the electronics interest 
of management. No knowledge of elec- 
tronics is necessary, nor is any special 
preparation in mathematics needed. Em- 
phasis is on the efficient use of electronic 
data processing to insure that management 
will derive the benefits that such processing 
can produce. 

The instructors have extensive practical 
experience in Production Control, Inven- 
tory Control and the basic accounting func- 
tions. The instructional material includes 
the book Electronic Data Processing for 
Business and Industry by Mr. Canning, and 
additional material for auditing and ac- 
curacy control. 

The course includes 30 hours of class 
instruction, given over a five-day period. 
The first course will be given in New York 
starting September 17, 1956. 


For more information, circle number 368 
on the Reader Service Card. 
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INQUIRIES INVITED 


Can we help you—or your firm—print 
or publish, write or edit, any of the 
following: 

HOUSE MAGAZINES 
ASSOCIATION OR CONVENTION 
NEWSPAPERS 
ANNUAL REPORTS 
COMPANY HISTORIES 
BOOKS OF PROCEEDINGS 





Management Publishing Corporation, 
a wholly-owned subsidiary of Manage- 
ment Magazines, Inc. (publishers of 
Management Methods) is now staffed 
to assist companies or individuals with 
problems requiring a high degree of 
professional publishing skill. The full 
editorial and technical resources of our 
parent company are available on a 
service fee or participation basis. 


For more information, phone or write: 


RICHARD R. CONARROE 
Director, Editorial Development 





MANAGEMENT PUBLISHING CORP. 
22 West Putnam Avenue 
Greenwich, Connecticut 

Phone GR. 8-7330 
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EXECUTIVES 
Your biggest headache 
in office furnishing 
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the most beautiful 


PLASTIC CHAIR MAT 


ever designe 


If your chair mat is shabby, needs paint, looks seedy, 
beautify your office with a gleaming Driftwood Gray 
or rich Walnut wood-grain plastic Maso-Mat. Low 
cost, smooth, not slippery, won't creep or warp, resists 
burns and alcohol, thick, non-warp. 


FOR DETAILS USE COUPON BELOW 


MASO STEEL PRODUCTS, INC. 
53 W. Jeckson, Reem +Q5 Chicege 4, Ul. 


Please send me FREE catalog and more information on the Maso “Executive” 
plastic office chair mots. 
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MANPOWER, INC. © 


FOR 
TYPISTS ¢« STENCS 
GENERAL OFFICE WORKERS 


Our employees will work in your office 
or ours for any length of time from 

4 hours, to a day, a week or longer 
at low hourly rates. 

Call the Manpower, Inc. office in your 
city — operator B — for fast, 
economical service! 


We are not an employment agency. 


> 
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HOME OFFICE 
330 W. KILBOURN AVE. 
MILWAUKEE 3, WIS. 


Over 80 offices in U.S., 
Canada and Europe. 
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COMPLETE CONTROL 
MOKUM IS TH’ NAME_, AN’ 
MAKIN’ COFFEE BREAKS 
PLEASANT, BUT QUICK, 
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TH’ RUDD-MELIKIAN COFFEE 
DISPENSER’S READY ANY 
TIME —WIF DEE-LISHUS 
KWIK-KAFE 7” 













© Capp- 
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Yyy 
A Rudd-Melikian coffee dispenser is the solu- 
tion to the coffee-break problem in any plant 
or office. It serves Kwik-Kafé coffee—100% 
pure, fresh-frozen, delicious; also hot choco- 
late and a variety of other beverages. Regular 
servicing by your local Kwik-Kafé dealer. 
Check with him for full details—he’s listed in 
your telephone directory—or write direct to us. 





aa 
| RUDD-MELIKIAN, INC. | 
| Hatboro, Pa. | 
| Gentlemen: | 
| Please send me a copy of booklet 15H explaining how | 
; to control the coffee-break with R-M dispensers. | 
| | 
| | 
| | 
| | 
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©) . . . . . € . . 
1. Upgrade shop employees— 2. work with educational institutions—3- train your own assistants—and4. cut 
non-engineering duties from engineer jobs—to help you get more creative work from your professional staff 


EDITOR’S NOTE: This is the second of two 
articles dealing with practical methods of 
solving the engineer shortage. We know 
that we have not presented the single, finai 
or permanent solution to the problem. How- 
ever, in these articles, there is sufficient 
demonstration of useful techniques to help 
any employer of engineers make a good 
start at easing his situation. 


es Phe shortage of engi- 
neers can no longer he considered 
simply acute. This condition has now 
become chronically acute. And if we 
continue industrial expansion even at 
our present rate, the situation will, in 
all likelihood, get worse. 

Why do we have the problem? In 
pre-war years our colleges were turning 
out an overabundance of engineers. 
Technical men were a drug on the mar- 
ket. But during and after World War 
II, our need for technically trained 
men mushroomed. In the immediate 
post-war period, the veterans’ educa- 
tional program functioned to meet this 
increased demand. 

In 1950, we hit a high peak of nearly 
53,000 engineering graduates in the 
United States. Since then, year after 
year, the supply has diminished—to 42,- 
000 in ’51, to 30,000 in ’52, on down 
to 22,500 in ’55. This, through years 
when over-all employment has steadily 
continued to increase, and the need for 




















engineers has risen at an even faster 
rate, has left our industries with a 
critical need for 20,000 engineers. 

‘Though this is not a rosy picture to 
the employer of engineers, there are a 
certain number of techniques available 
to help him solve this problem. Most 
of these are stop-gap measures only, 
which have been worked out by indi- 
vidual firms. None of them, however, 
really goes to the heart of the problem, 
or seeks a permanent solution. 

Any lasting cure must take place 
earlier in the picture. We need better 
teamwork between those authorities in 
our high schools and colleges who are 
responsible for vocational guidance, 
and those experts in industry and gov- 
ernment whose business it is to prog- 
nosticate the rate of growth within our 
industries. 


How upgrading helps 


Probably the most practicable and 
easiest method of easing the shortage 
is by upgrading. Companies as diverse 
in product and size as Westinghouse 
Electric Corporation and Monarch 
Aluminum Company, Cleveland, are 
upgrading shop men to make them 
available as assistant engineers. 

These companies, as well as many 
others, have also found it profitable to 


pay tuition for those attending uni- 
versity extension courses. All tuition 
costs for such engineering courses are 
defrayed by the company, and scholar- 
ships are awarded to employees who 
demonstrate unusual potential leader- 
ship ability. Such men, after gradua- 
tion, are given special consideration for 
promotion to executive rank. 

Any such upgrading program of 
present personnel has two important 
advantages, even as compared to em- 
ploying qualified engineering gradu- 
ates. First, company executives have 
had ample time to study and carefully 
select those high school graduates 
whose work record proves they have 
definite potentialities for executive de- 
velopment. Secondly, the knowledge 
that such a program is functioning in 
the company offers a very real incen- 
tive to shop employees. Many shop em- 
ployees feel that their opportunities for 
advancement are definitely proscribed. 
This type of opportunity picks up 
morale and efficiency. 

The sponsored university extension 
training can be combined with rotation 
of selected employees to give them 
practical experience in many depart- 
ments. This is done at Western Electric 
and General Electric, and provides a 
definite improvement on the “flying 
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squadron” programs that have been so 


successfully applied in companies such 
as Goodyear Tire and Rubber. The 
improvement, of course, lies in the fact 
that the candidate for executive rank, 
upon completion of his special rotated 
plant training, will have received his 
engineering degree also. Whenever uni- 
versity residence is required in such a 
program, the student receives a leave 
of absence, and loses no_ seniority, 
thereby, in the plant. 


Working with the colleges 

Where there are universities located 
nearby, plants are hiring engineering 
students from these schools as part 
time employees. Pneumatic Tool Com- 
pany places student engineers from 
Fenn College and the University of De- 
troit. In this instance, the students go 
to school for six months and work six 
months at the plant. These student 
engineers relieve plant engineers ol 
drafting and onerous routine tasks. An 
effort is made to choose those who will 
qualify as permanent members of the 
engineering staff after graduation. 

This method has the additional ad- 
vantage to Pneumatic Tool of func- 
tioning as an on-the-job orientation 
school for new engineers. Those that 
remain after graduating will be already 
grounded in company routines and 
its policies. 

Last year, United Aircraft found it 
possible to obtain only 169 engineers 
from the colleges out of a required 
quota of 300 engineers. The company 
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PARTITION-ettes | and ( 


Dept. 86 


AETNA STEEL PRODUCTS CORPORATION 
Arnot-Jamestown Division 
730 Fifth Avenue, New York 19, N.Y. 
Gentlemen: 


I'd like to know more about the Arnot furniture com- 
ponents and PARTITION-ettes and receive literature. 
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An Arnot-equipped office is as 
adaptable to today’s needs as it is to 
tomorrow's expansion problems. 


Arnot furniture and partitioning 
components tailor-fit the work-station 
to the worker and to the available 
floor space... their unique flexibility 
allows for future change and changing. 


From a single inventory of Arnot 
components, your Arnot dealer can 
supply you with PARTITION-ettes** 
and Modular Furniture, OFFICE-ettes*, 
conventional desks and tables, 
conference and overhang desks, 
executive office furniture, bookcases 
and storage units—all this in 

either STEEL or WOOD. 


To receive this colorful 
brochure showcasing 
Arnot Modular Furniture, 
PARTITION-ettes and 
OFFICE-ettes, fill in 
and mail coupon. 














felt the absence of universities located 
near their plant to provide advanced 
study was a factor in making it diff- 
cult for them to secure engineers. 

Rensselaer Polytechnic Institute has 
cooperated with the company by open- 
ing a branch graduate school at nearby 
South Windsor, Conn. The aircraft 
company is contributing $260,000 to 
this project, and soon expects to have 
300 of its engineers enrolled there. 

Obviously, either the upgrading of 
shop employees, or the hiring of part- 
time student engineers, is preferable to 
employing bottom-of-the-barrel engi- 
neers among the annual crop of grad- 
uates. And this may be all that is avail- 
able to the smaller plant. 


Training your own 


Engineering shortages have been al- 
leviated in some larger plants by se- 
lecting non-engineering graduates from 
among the shop and office employees 
—preferably those who have majored 
either in mathematics or physics—and 
training them as engineers. It has been 
found that intensive five-month courses 
can convert such men into capable en- 
gineering assistants. Here again, it is 
possible to screen these men more care- 
fully for their leadership qualities. 

Westinghouse is training non-engi- 
neering graduates and using these men 
on quality control, production sched- 
uling, and other jobs previously held 
by engineers. Northrup Aircraft and 
General Electric are using specially 
trained non-engineers to write tech- 
nical reports. General Electric has 200 
such men in training now. 

The larger plants have the advan- 
tage in these programs because they 
can better absorb the cost of an elab- 
orate, formal training program. But 
when the training can be given, it has 
been found practicable to assign two 
or three such non-engineering gradu- 
ates as assistants to engineers. They 
relieve the engineers from much detail 
work and free their time for broader, 
more vital phases of activity. 


Cutting non-engineering duties 


it frequently develops that job spe- 
cifications call for engineering degrees 
when the work could be handled by 
those of lesser attainments. This is a 
carryover from the days of surplus in 








GIVES YOU AUTOMATION 


*Automated Data Processing by Moore 


ADP 


sure which way to turn, or which step to take first. 
Others who want it feel too much expense is in- 
volved, and consequently automation must wait. 


Automation has developed rapidly and as a 
consequence many companies feel they want the 
benefits of automated data processing but are not 











The advantage of “composite experience’ — The Moore representative has helped in many AD 
systems. Behind him are the resources of the largest, most versatile manufacturer of business forms. 


Moore does not make ADP machines, but forms 
only. In some cases an entire system is overhauled; 
in others ADP is introduced on a ‘walk before you 
run’ basis. This gives automation a larger role 
only after it fits itself in and proves its advantages. 


For any company, ADP can supply the right amount 
of automation. A Moore form-system is the heart 
of an ADP installation. In all Moore systems, sound 
principles of forms design and construction are 
applied, for efficiency and also economy of operation. 


How Speediflo made paperwork speed up 


As the first step in planning for ADP throughout the company, 
automation has been applied to the Purchasing procedure. 
See case history on facing page ——) 
(Cirele 284 for more information) 
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Traveling requisitions, a specially designed Moore prod- 
uct with a built-in envelope to hold the pre-punched 
item description tapes, are pulled from the file and 
forwarded to a central Purchasing location. 


As a by-product of the typing operation, an output 
tape captures vendor and item codes, quantities and 
prices. This tape automatically produces punched cards 
for running statistical and ‘stock-on-order’ reports. 


SPEEDIFLO IS THE HEART OF ADP BENEFITS 


The new multi-part continuous form 
designed by Moore offers many operat- 
ing advantages. Narrow carbon paper 
allows faster feeding with no bulk to 
hinder smooth, continuous operation. 
Pins are free with no carbon to burr or 
clog, thus causing ‘down’ time. Precision 
register of parts permits faster running. 


LAT ONCE OF IN PLANNED STAGES 





From Vendor codes on traveling requisition, Purchas- 
ing selects a pre-punched vendor tape and the typist 
uses both tapes for automatic production of Moore 
planned and designed Purchase Orders. 





As experience is gained, this system will be expanded 
to automatically handle receiving records, accounts 
payable voucher checks, and all accounting within the 
purchasing system cycle. 


Moore will design a form or a whole 
system to improve the efficiency of an 
office and speed its work flow. Any com- 
pany, large or small, can enjoy practical 
ADP benefits by talking with the Moore 
man. He’s in the Classified or can be 
reached by writing the nearest Moore 
office, below. 





Moore’s new 





dependable 
MOORE BUSINESS FORMS Speedifip 
Inc 
NIAGARA FALLS, N.Y. DENTON, TEXAS EMERYVILLE, CALIFORNIA 
Since 1882 the world’s largest manufacturer of business forms and systems. Over 300 offices and factories across U.S. and Canada, 
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technical help, when it would often be 
said, “It would be nice if we could have 
engineers on this job.” As for now, the 
personnel manager is saying, “It would 
be nice if we could have engineers.” 

In general, personnel executives are 
beginning to look with disfavor on the 
practice of employing engineering 
graduates as draftsmen. This time- 
honored method of inducting engi: 
neers into industry is now considered 
wasteful of skills that are in too-short 
supply. High school graduates can be 
readily developed into competent 
draftsmen, and this permits the en- 
gineer to concentrate his efforts on 
legitimate engineering work. It has also 
been found ‘that too many years of 
routine work at a drafting table may 
hamper the engineer for imaginative 
design effort. 

The Research Director of a large au- 
tomobile company says that it no 
longer employs engineers as drafts- 
men, and Lockheed Aircraft also is 
substituting non-engineers as drafts- 
men. When it is appreciated that the 
percentage of draftsmen in an engi- 
neering department may exceed 25 per- 
cent of the department personnel, the 
effective saving in engineering skill by 
the adoption of this single step can be 
appreciated. 


Clerical work takes valuable time 


Some firms have discovered that too 
many engineers are taken up with de- 
tail work of a purely clerical nature 
which in itself does not call for en- 
gineering skill, such as the operation 
of computing machines. General Elec- 
tric has found that no sacrifice in effi- 
ciency results when experienced women 
computing machine operators are sub- 
stituted for engineers who have been 
handling this non-technical work, and 
80 engineers have recently been re- 
leased for design activity by this 
method. In studies, Westinghouse Elec- 
tric Corporation has found that sub- 
stituting non-engineering personnel for 
engineers has resulted in savings up to 
23% of an engineer’s time. 

Dr. S. W. Herwald, engineering man- 
ager for Westinghouse’s Air Arm Di- 
vision, has found that many such cases 
of wasted engineer’s time may be pin- 
pointed by encouraging the staff of en- 
gineers to analyze their own jobs and 
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Chalk up another score f 


The Dodgers are ahead in the last of the 
9th. Jack and Charlie, here, aren’t goofing 
off — but they’ve heard almost the whole 
game. Yes, there’s a good reason for their 
inactivity. But no one has spotted it yet. 


You see, Jack and Charlie are tool set- 
ters. And good ones, too. Their depart- 
ment has recently installed new equipment 
that one tool setter could service. But until 
reports finally come in next month, those 
idle hours are undetected. And while 
they’re chalked up to “overhead,” another 
bit of profit is sliding down the drain. 


With Keysort punched-card accounting, 
both Jack and Charlie could be carrying 
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or “Overhead” 





a full load right now. For Keysort would 
have given this department foreman a 
daily breakdown of indirect labor, would 
have helped him spot idle man hours, un- 
realistic labor costs when they occurred 
— would have shown him the necessity of 
releasing either Jack or Charlie to a 
department where he was really needed. 


McBee Keysort can give you fast, 
accurate reports on every phase of factory 
operation. Whatever your size or set-up. 
At remarkably low cost. Your nearby 
McBee man has a presentation which will 
show you how it’s done. Jt will take him 
just one hour from start to finish. Phone 
him, or write us. 
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Punched-card accounting for any business 


Manufactured exclusively by The McBee Company, Athens, Ohio * Division of Royal McBee Corporation 
Offices in principal cities * In Canada: The McBee Company, Ltd., 179 Bartley Drive, Toronto 16, Ontario 
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thereby ascertain for themselves which 
of the routine duties they are perform- 
ing might just as well be handled by 
non-engineers, and particularly by spe- 
cially trained clerical employees. 


The long range view 


Whether by substituting men _ of 
lesser qualifications, or by upgrading 
present employees, freeing the engi- 
neering force from duties that can be 
handled by others must increase the 
effectiveness of the engineering talent 
presently available. 

However, most experts caution that 
efforts to induct too many non-engi- 
neering employees into engineering 
work may have a deleterious effect on 
the quality of imaginative design. In 
the long run, the answer to engineer- 
ing shortages must take the form of 
training more engineers. 

There has occurred a shift of em- 
phasis in high = school curriculum- 
building, which must, if continued, 
affect adversely the number and quality 
of entrants into our. engineering 
schools. As one instance of this, nearly 
1500 of our high schools last yeu 
dropped courses in mathematics and 
science—courses of study which are, o! 
course, fundamental preparation for 
entrance into any engineering college. 

Dan A. Kimball, president of Aero 
jet-General Corporation, points out 
that the design time of engineers on 
a typical pre-war airplane was 95,000 
hours. During the war it was 400,000 
hours. Now it averages something like 
730,000 hours, and in some cases, much 
longer. But Mr. Kimball also points 
out that a recent survey in the com- 
munities near Aerojet’s plant indicates 
that, although the enrollment of the 
public high schools has increased 
sharply during the past 10 years, the 
annual number of students studying 
such subjects as trigonometry, solid 
geometry, physics, and advanced _ phys- 
ical science, has decreased by 41%. 

If an effort is made to remedy this 
situation by inducing more high school 
students to study pre-engineering sub 
jects, our educational plant eventualls 
will catch up on shortages of engineers. 
In the interim, one or more of the 
above remedies, which have been 
found effective in a number of plants, 
may spread the too-few-engineers ove! 
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Profile of a new kind of manager 





Shortly after the 1950 Census had been tabulated, 
the Government published this remarkable set of 
statistics: 
In 1900 one clerk was on the payroll for every 
30 workers in shop and factory. 
In 1935 that same clerk was able to take care ol 
only 10 workers. 
In 1950 that clerk was having quite a time keep- 
ing up with 214 factory employees. 
It is tempting to attribute this rise in administrative 
personnel to lower productivity or increased govern- 
mental regulation—but neither theory holds water 
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“Some irresistible force . has compelled business to 
hire more and more administrative workers.” 


under close scrutiny. 
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In the area of productivity, in spite of the 400% 
growth of administrative workers since 1935, the total 


national labor force increased only 50% while the 
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"There is a new factor in the life of America that has far greater 
significance than many of us realize -- the widespread acceptance of the meaning 
and the practice of scientific management. Evidence of this trend is all around 
us — not only in business and industrial organizations but also in government, 


labor unions, and educational institutions." 


LAWRENCE A. APPLEY, President, American Management Association 


gross national product, in constant dollars, rose 100%. 

As for Government regulation, it certainly did add 
to office employment and record keeping. But what 
businessman can conscientiously claim that his office 
force—equipped as they are with superb labor saving 
machines and methods—has quadrupled for this 
reason alone? 

Obviously, some new and irresistible force during 
the last half century has compelled business to hire 
more and more administrative workers. 


The basic reasons for the great growth in the 
clerical birthrate is a direct result of the technological 
revolution that started early in the century, and its 
accompanying demands on management for more 
information, swifter communication, and tighter con- 
trol. We all pay lip-service to this “revolution” in 
transportation, communications, and engineering—but 
few until now have recognized the great transforma- 
tion in the art of general business administration that 
has begun to follow in it wake—and the rise of a whole 
new group of management personnel. 

For example, if one takes a simple head-count of 
the management population in the average large 
American firm, he finds—together with a startling 
increase in numbers—a whole new listing of executive 
titles that were virtually unknown twenty years ago. 
Here are a few: 

Director of Management Development 

Director of Budgets 

Director of Market Research 


Director of Human Relations 
Director of Systems and Procedures 


Each of these men is a specialist in his own right, 
but his activities must be closely integrated with the 
activities of other specialists. In fact, the need for 
coordinating these technical functions has given rise 
to a wholly new specialty—Organizational Planning. 
It’s no longer feasible to construct an organization 
chart on the old vertical principle of flow downward 
from Chairman, to President, to Vice Presidents, to 
Department Heads. Emphasis today is on lateral com- 
munications between the dozens of specialized func- 
tions needed to run a modern business. 
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“Emphasis today is on lateral communications between... 
specialized functions.” 

But the greatest change that has taken place as a 
result of this operational complexity is the over- 
whelming difference in the technique of being an 
executive per se. We're no longer in an era where a 
Captain of Industry can be a mere “production 
genius” or “financial wizard” or “super-salesman.”’ 
Today’s successful business leader is truly a Profes- 
sional Executive—a Coordinator—a “Scientific Man- 
ager,” as Lawrence Appley calls him. — (Next page, please) 


























Are YOU 


the office cheerleader ? 


Modern communication is a science, not an exer- 
cise in lung power. 

You can have a complete, modern intercommu- 
nication system—enabling you to contact anyone 
in your organization in seconds—and it won’t re- 
quire a penny of capital expenditure. (Saves wear 
and tear on the vocal cords, too!) 

Our unique long-term lease 
plan will provide you with a 
communication system custom- 
tailored to your specific needs— 
anything from a simple 6-line 
telephone intercom to a complex 
intra-plant public address sys- 
tem. You can have voice paging, 
wired music, AM-FM radio 
broadcasts, recordings plus 
other features—in any combina- 
tions you want. 





Typical cabinet housing controls for a Stromberg-Carlson system. 
Handsome, easy and quick to assemble, entirely flexible to meet 
your specific needs. 


You'll find it well worth your while to mail the coupon below. 


STROMBERG-CARLSON COMPANY 


A DIVISION OF GENERAL DYNAMICS CORPORATION 
1703 UNIVERSITY AVE. ¢ ROCHESTER 3, N. Y. 


| 

| 

| 

| 

| I’m interested in finding out about a modern inter- 
| communication system. Please send your representative 
| to make a free survey of my place without obligation 
on my part. 

: Company 

. Address ... 

| 

| 

I 

| 


Person to see . 
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It is significant that business is emphatically ac- 
cepting the advent of the Professional Executive. 

The growth of the American Management Associa- 
tion is a case in point. In 1946, the AMA had 9,000 
members and a budget of $350,000 to carry out its 
management training work. Today, only 10 years 
later, it has 25,000 members and is working with an 
annual budget of $4,000,000. Where 17,000 men at- 
tended its meetings in 1946, this year 60,000 execu- 
tives will participate in its 500 seminars, conferences, 
and courses. 

This is no isolated phenomenon. At the end of 
World War II, only a handful of universities offered 
Management Development courses for other than en- 
rolled undergraduate and graduate degree-seeking 
students. Today, 66 universities (by our count and 
we may have missed many) provide, on a regular 
basis, a variety of short term courses and seminars 
for practicing businessmen. Scores of other colleges 
conduct programs in management education. 
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“ .. . close to a quarter of a million executives will be 
attending training functions this year.” 


Further evidence of the great “back to school” surge 
can be found in the company-sponsored Management 
Development Programs. General Electric has literally 
built a campus, complete with dormitories, classrooms, 
and faculty to spread the gospel to its own people. 
Westinghouse has a highly developed training pro- 
gram beamed at cross-training its corporate specialists. 

Smaller firms are falling back on trade associations, 
management consultants who offer on-site courses, and 
the facilities offered by local Universities. They are 
buying books and management services by mail in 
ever increasing numbers. 

In fact, in firms both large and small, it is difficult 
for an executive to pick up his morning mail and not 
find an announcement of an Association or University 
sponsored conference or seminar. Moreover, these 
meetings are well attended. 

Evidence: The Systems and Procedures Association 
of America sponsor an annual WORKSHOP FOR MANAGE- 
MENT. Attendance in 1953 ran a few hundred. In 
1955, over a 1,000 executives converged on their De- 
troit meeting for three days of general sessions and 
seminars on a wide range of management subjects. 
Collaterally, the published proceedings of this meeting 
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Count BOTH and 1,001 
Other Items with 


VARY-TALLY 


Multiple-Unit Reset Counter 


To know WHICH prod- 
ucts, styles, sizes or flavors 
are “hot”? and WHICH are 
dragging their feet — 
COUNT! Whether you are 
a manufacturer or mer- 
chant, distributor or dealer 
— Vary-Tallies can tell you 
quickly How Many of 
What, Where and When — 
Now as against Last Year, 


VEEDER-ROOT INC. 
Hartford 2, Conn. 


How to tell a 
"Better Mouse Trap" 


froma 
" Profit Trap 








Compactly set up on stands in tiers, 
the Vary-Tally can be supplied in any 
of 66 combinations, up to 6 banks high 

and 12 units wide with a minimum of 

2 units wide. Also single units. 


Last Month or Yesterday. 
Traffic engineers, estima- 
tors, laboratories, ware- 
houses, offices, restaurants, 
mail and phone order de- 
partments, payroll people 
and many others find keep- 
ing score is no chore with a 
Vary-Tally. What do you 
want to count? Write for 
news sheet and prices. 


Chicago 6, Ill. © New York 19, N. Y. 


Greenville, S.C. © Montreal 2, Canada 


® Offices end Agents in Principal Cities 


“THE NAME THAT COUNTS’’ 
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For speedy renewal of your present Apsco pencil 


sharpeners . . . 


For silent pencil sharpener operation . . . 

APSCO’s complete cutter head assemblies with 
nylon pinion gears that reduce noise factor almost 
100%—need no lubrication—assure longer cutter 


life. 


Another “first” from the producers of pencil 
sharpeners and desk accessories that are APSCO 


—America’s Choice! 





Cnuried Choice, 


Apsco products inc. 


LOS ANGELES, CAL., ROCKFORD, ILL., TORONTO, CAN. 
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ra Bw s-ay sold about 5,000 copies at $19.00 each. i 


— | Little wonder that Lawrence Appley conservatively ! 
Multiple-Shipping ei ae | estimates that “close to a quarter of a million execu- | 

| tives will be attending training functions this year.” | 

Y/ THE EASY Does this mean that we are building a new class of 
STEN- G. LABL WAY! Is 6 super-executives? Not yet. Though business recognizes 
the extreme urgency of broad administrative training 
for its management men, few firms have a clear idea 
of how they can—or should—apply the newly found 
knowledge. Thus far, the best definition for Scientific 








Whatever your procedure or equip- 
ment, you can save time and money by 
addressing your multiple shipments 


Management (the generic title for the new activity) 
with STEN-C-LABLS is the one written 30 years ago by the father of the 
STEN-C-LABLS may be addressed as by-product , ; ae : 
of preparing invoice or bill of lading, or they idea—Frederick W. Taylor. He called it: An orderly, 
may be addressed in a separate writing. Any conscious, and human approach to the performance 
type of office equipment can be used including Pe ae h 
or accounting machines, Card-o- -type, Teletype day in, day out, hit-or-miss approach. 


or Flexowriter 


In addition to the saving of time, addressing errors 
and mis-shipments are avoided when you use STEN- 





C-LABLS. Thousands of dollars are being saved by The missing ingredient, thus far, seems to be = 
present users. os . ° e 
a sharp and practical picture of what a Scientific 
Choose the style that fits into your operation Manager looks like . . . how he operates . . . the man- ° dh ° 
from these continuous or unit forms available ner in which he applies his efforts and energies. And with new a esive 


oe ee ee ed —most important perhaps—the costs of failure where 


he has failed, and the fruits of success where he has file folder lebels 
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to carton—-No gum- | | io] | | >| Gee in separete wet.| MENT METHODS MacaziInE has been collecting a chore. There’s no sticky, 
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erase series of “PROFILES OF A NEW KIND OF MANAGER.” Each easily, neatly and quickly. 
describes the activities of a top management man They're color coded—in a selection of 10 beautiful colors 
who—through a demonstrated management concept— plus white—for fast, positive identification and reference. 
represents the new look in business. They are not Improve the appearance of your files by color-coding 
necessarily men in large corporations where money and relabeling each folder with Avery adheche Pe 


Folder labels. Expensive folders can be re-used and 
still remain neat and presentable in your files. 
Filing can be fun—if you do. They'll make your job 


and manpower is easily available. In some respects, 
we have found it easier to obtain measurable evidence 











in small to medium-size firms (100-1,000 employees) easier—and a boss’s business more profitable. 
than in the great multi-location operations. 
Addressing direct ak Glek Addressing with blank STEN-C- We have called these articles ‘Profiles’—but they 
wy dit eesti ae LABLS on printed gummed labels. << ; 
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WORK- \~ 
ORGANIZER 


WESAS 


for the modern office 


Shaw- Walker Work-Organizer 
Desks are guaranteed to help 
you get more done. The drawers 
organize everything from paper 
clips to records—put what’s 
needed most in easiest position 
for quickest use. 

But you must see these desks 
to experience the numerous 
work-saving economies they can 
effect for you. Now on display 
in 416 cities. 





Built Like a 
Skyscraper” 


GHAW-WALKER 


MUSKEGON 93, MICHIGAN 


Largest Exclusive Makers of Office Equipment 
Representatives Everywhere 
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How to 
keep fully — 
informed 

about 

ELECTRONIC 
DATA 

PROCESSING 
with a 


minimum amount 
of reading 









Data Processing Digest is a monthly service 
containing carefully prepared abstracts on 
management’s newest tool—Electronic Data 
Processing. Each month DPD editors review 
articles from more than 80 magazines and 
books in this important field. You get the 
facts and key ideas from the articles... 
enabling you to keep up to date on this 
increasingly important field for only a few 
minutes’ reading time once a month. Refer- 
ences are provided should you want to read 
the complete article. 


FREE copy of current abstracts! 
Let us send you a free copy of the current 
release and a list of the publications regu- 
larly reviewed. We know you will want to 
receive Data Processing Digest regularly. 
One year’s service (12 monthly issues) costs 
only $24.00. Send name and address today. 
CANNING, SISSON and Associates 
914-N South Robertson Bivd., Los Angeles 35, California 
(Circle 258 for more information) 





How an electronic computer 





reduces time and ©CIFOFr in PUNCHED CARD BILLING 


To make better use of 





their punched card accounting system, 
J. A. Folger & Company, San Francisco, 
California, installed an electronic data 
processing machine. In May, 1954, 
Folger, a coffee roasting and distribut- 
ing organization, installed a Remington 
Rand Univac 120 in the company’s 
Tabulating Department. 

The chief benefit derived from the 
use of the computer is speed. A com- 
parative tabulation of billing times, 
before and after the introduction of the 
120, reveals that the average day’s work 
has been reduced from more than 12 
to less than eight hours (Figure 1). 
Concurrent with this increase in billing 


Figure 1 


speed, the computer decreased the num- 
ber of errors, and permitted price 
changes to be incorporated into the 
billing system almost immediately. 


How it works 

Orders are arranged by warehouse in 
this accounting set-up. Each warehouse 
makes a daily mailing of orders which 
arrive at San Francisco on the day of 
warehouse shipment. A summary of 
orders from each warehouse is listed on 
the “Warehouse Control Sheet for 
Tabulating,” which becomes the master 
control for the entire daily Univac bill- 
ing operation procedure. 

After verification with master name 


Punched Card Accounting 


(Before) 

Operation Approx. Working 
Time 
HRS. MIN. 

Pull N/A Card 2 
Punch 4 
Compare l 
Case Run List l 10 
Sort 30 
Extend 2 15 
Sort 45 
List & Summarize l 30 
List Summary & Bal. 20 
Collate Detail & Sum. 30 
Collate Name & Address 30 
Bill 


For an average day’s run, overall 
time consumed for completed bill- 
ing in tabulating room, including 
some overlap, averaged 12 working 
hours—and more, depending upon 
the number of errors. 


PCA Plus Univac 


(After) 
Operation Approx. Working 
Time 
HRS. MIN. 

Pull N/A Card 2 
Punch 4 
Compare 30 
Compute (Univac) 35 
Compute & Total 

(Univac) 35 
List Summary & Bal. 20 
Sort 45 
Collate Detail & Sum. 15 
Collate Name & Address 15 
Bill 


For an average day’s run, overall 
time consumed for completed bill- 
ing in tabulating room, including 
all overlapping, averages 8 working 
hours or less. 


and address card, each order goes to the 
key punch. A summary card is punched 
for territory, customer, price code, 
warehouse, and total cases. For each 
item on the order, a detail card is 
punched, plus codes for type of coffee 
and size. The day’s cards go through a 
collator which compares territory, cus- 
tomer, price code, etc. If detail cards 
match with summary cards then they 
are merged automatically and are then 
ready for the Univac. 

The prepared punched cards are 
placed in the receiving end of the 
Univac. Mathematical calculations are 
made and results are placed in elec- 
tronic storage for delivery to the output 
section where further computations are 
made and the final billing information 
punched into the proper card. The ma- 
chine not only calculates each billing 
item, but verifies its own computations. 


Univac advantages 


Price changes, using only tabulating 
equipment, required several time-con- 
suming operations of listing and sort- 
ing. With pricing series already 
programmed in the Univac, a change in 
price of green coffee at any time merely 
requires the moving of an electronic 
plug from one hole to another on the 
plug board. The machine applies the 
new price as speedily as the old. 

Each error that came up in the old 
tabulating line stopped the whole bill- 
ing run until it was found and cor- 
rected. With automation, punched 
cards in error are automatically cast 
aside while the billing operation con- 
tinues uninterrupted. After search and 
correction, the cards are put back into 
the billing run. In addition, the new 
system affords many more control points 
to pinpoint the area of error. 

Billing peaks, due to day-to-day 
fluctuations in the number of orders, 
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REPORTS SUPPLIED TO 
MANAGEMENT 


SALES DEPARTMENT—Vice President—Sales Mgr. 
Sales figures, tonnage by different types 
of coffee sold 

Statement of Net Sales—by territory 
and by division 

Sales by Town—County and population 


figures 
Territory Expense—acct. no. 
Salesman Call Report—report of sales- 


man activity with acct. 

Block System (listing of accounts in 
salesman territory in order that he will 
call on them) 


EXECUTIVE MANAGEMENT—Pres.—Vice President 
Sales figures, tonnage by different types 
of coffee sold 

Statement of Net Sales—by territory 
and by division 


STATISTICAL DEPARTMENT—Chief Statistician 
Sales figures, tonnage by different types 
of coffee sold 

Statement of Net Sales—by territory 
and by division 

Sales—tonnages sold in various quantity 
price code 


CREDIT DEPARTMENT Credit Manager 

Aged Trial Balance Abstract—aged ac- 
counts (Blue Sheet) 

Statements— (for large buyers) mailed 
to customer 

Customer Outstanding Amount Audit 
Past Due Notices—mailed to customer 
Accounts Receivable from Billing 
Cash Receipts 


AUDIT DEPARTMENT —Treasurer 

Warehouse Expenses—Acct. no. 
Territory Expenses—Acct. no. 
Tonnage Sales by States— for sales tax 
purposes 

Journal Controls (Results totals of 
A/R, Cash Repts., etc.) 


BILLING DEPARTMENT —Department Head 
Invoices—mailed to customers 


TRAFFIC DEPARTMENT —Traffic Manager 
Warehouse Expenses 
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How to save time and 


Tickometer 


Thousands of companies are making big 
savings with the Tickometer in marking, coding, 
imprinting various paper forms— including 
coupons, checks, transfers, tags, sales slips, tickets, 
etc. And it counts so accurately that banks use 
it to count currency! 

With the Tickometer, too, you can count and 
imprint on product labels—sizes, weights, 
colors, dates, codes, etc.— as needed for current 
production. You cut printing costs, reduce label 
inventories, prevent costly waste of unusable 
pre-printed labels. 

The Tickometer imprints up to 1,000 pieces 
a minute —feeds, counts and stacks automatically. 
It imprints on an area 2% by % inches, handles 
a wide variety of paper and card stocks in sizes 
from 1 by 2 inches to 8% by 15 inches. And 
it can be easily operated by anybody without 
special training. 


Learn how these aids can help your business ! Call 
the nearest PB office for a demonstration. Or send 
coupon for free illustrated booklets and case studies. 


Pitney-Bowes 


pone Originators of the postage meter... 
a offices in 94 cities in U.S. and Canada. 









in imprinting 





Imprinter 


The amazing new “4800” imprinting machine will 
make big savings in any office where advertising 
literature, dealer material, catalog sheets, etc., have 
to be imprinted. It imprints at speeds up to 
7,500 pieces an hour. 

In the plant, too, it makes big savings 
in packaging. Sizes, weights, colors, dates and 
trademarks can be imprinted on folding cartons, 
bags, envelopes and other containers as they are 
needed, eliminating large inventories and 
preventing waste of unusable pre-printed material. 

Easy-to-operate, it can be adjusted without tools. 
Uses rubber mats or type from 6 pt. up, imprinting 
on a surface 4 by 18 inches. Takes material in 
sizes from 2% by 2% up to 18 by 18 inches—in most 
any finish of paper or board, from .010 to % inches 
thick. Also prints on most plastics, cellophane, foil, 
etc. Liquid ink requires no mixing, dries instantly. 
Stacks automatically, ready for distribution. 


Service from 289 points, coast to coast. 
meee ee 


Pitney-Bowes, Inc. 
* 4542 Walnut Street 


Stamford, Conn. 
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~~. 
Send booklet on |_| Tickometer {_| Package lmprinter to: 


Name 








Address 


(Circle 293 for more information) 
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. reports Mr. Donald Farquharson, 
Comptroller of Mars, Inc. 
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CUMMINS Perforators eliminate duplicate pay- 
ments . . . make it impossible to re-use disburse- 
ment authorizations 


Mars, Inc., one of the nation’s leading candy producers, 
safeguards their accounts payable operations by cancel- 
ing invoices and all supporting documents in a Cummins 
300 Perforator. They simply insert a bundle of up to 
20 papers in the machine and automatically punch 
PAID, the Date and MARS in one swift operation. 


Many accounting executives specify that all pages in a 
voucher or invoice bundle be stamped PAID when the 
check is issued. This is hard to enforce. At the time of 
an audit, they are often shocked to find many docu- 
ments missed or only the top sheet stamped on most of 
the PAID bundles. 


A Cummins Perforator insures effective cancellation of 
every document in every bundle with a substantial sav- 


SEND FOR VITAL FACTS 
YOU SHOULD KNOW! 





Our new booklet, “Once is Enough”, 
gives you money-saving facts on how to 
prevent accidental or fraudulent duplicate 
payments. Write today! 


PTeTT el eesesee eeees 
. 


“Now were sure our invoices 
cant be paid twice--we cancel 
them like banks cancel checks." 






* 
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ing in clerical labor — and close supervision is not re- 
quired to see that it is done. This is because it is easier 
to cancel a complete bundle with a Cummins Perforator 
than to hand stamp only the top copy. 


Busy offices find the Cummins Perforator a real time- 
saver as well as a safeguard ... one operator can mark 
papers at the rate of 20,000 per hour. And it is so simple 
to operate that clerical help “catch on” in minutes. Built 
to last, yet it can be moved as easily as a typewriter. 


Ask your CPA 
Recommended by leading public accounting firms. Your 
CPA will be glad to give you advice on the subject. 


Your Cummins representative is listed in your classified 
telephone directory. Look for AAC—CUMMINS (Auto- 
matic Accounting Controls) under “Perforating Ma- 
chines”. Call him for a demonstration... ask him how 
a Cummins Perforator can reduce insurance costs. 


Cammins 


CUMMINS BUSINESS MACHINES 


Division of Cummins-Chicago Corporation 
4740 North Ravenswood Avenue, Chicago 40, Illinois 
SALES AND SERVICE OFFICES iN ALL PRINCIPAL CITIES 


(Circle 266 for more information) 








previously swamped the tabulating 
room. On days when large numbers of 
orders were received, additional help 
was needed to get the job done the same 
day. At the end of a month, work 
sometimes ran three to four days be- 
hind—even with night work. In contrast, 
the Univac makes a one-day job out of 
a run with 1,800 bills as easily as a 
600-bill run. 


Making the refund 


On occasions when green  coflee 
prices take a sudden, drastic downward 
turn, it is a practice of the roast coffee 
industry to make a refund to the 
amount of the price drop on the recent 
orders of customers. Because of the 
large number of orders generally in- 
volved, calculating this refund has 
always been a time consuming chore. 
The end result was a credit slip for the 
amount of the refund which required 
extra bookkeeping for both the roaster 
and customer. 

When the first such price decline oc- 
curred this year, the whole job was 
turned over to the Univac. Where for- 
merly two weeks to a month was re- 
quired to handle the refunding on 
some 10,000 invoices, automation did 
the job in just five days. 

The Univac picked up all the per- 
tinent information necessary to calcu- 
late the refund amount from the 
original detail cards of the various 
accounts. It produced a final punched 
card carrying data from which a bank 
check was processed and mailed to cus- 
tomers. The customer not only got his 
refund immediately after the price 
drop, but also got it in a form of cash 
rather than the old credit slip which 
necessitated accounts receivable entry. 

The Univac also produces the ac- 
counts receivables and handles general 
ledger expense distribution along with 
the speedy production of the reports for 
departments shown in Figure 2. 
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sales ideas 


How to make better use of 


sales tests in selection and training 


Using psychological test answers as “projective” technique 


RES Lt 
ploying salesmen use aptitude tests to 
help in their selection. The value 
placed upon these tests vary with each 
company. A common _ shortcoming, 
however, seems to be the mis-use made 
of the raw scores on these tests. 


companies em- 


A lower test score does not always 
mean that a candidate is a less likely 
prospect than one with a higher score. 
For example, recent research showed 
that the better sales managers answered 
fewer questions on a timed intelligence 
test than the poorer managers. But 
their proportion of right answers was 
much higher. 

Projecting this information, it is 
likely that the better sales manager 
tackled fewer jobs, proceeded thor- 
oughly and carefully, and was success- 
ful every time. The poorer one had a 


haphazard approach to more jobs than 
he could successfully complete. ‘To the 
psychologist, the manner in which they 
approached the test is an important re- 
flection on their approach to other 
tasks and problems. 

A second projection results from an 
examination of the test to see which 
questions the individual omitted. Some- 
times a person will respond to most of 
the verbal questions, but skip the 
numerical items. This would suggest 
that he does not feel confident of his 
non-verbal ability. If the job were one 
which required attention to numerical 
details, this information would cer- 
tainly be vital. 


The meaning of ‘‘projection’’ 
The word “projection’”’ which we 
have used above refers to a basic con- 





are sold or furnished free for 


11. In trying to persuade a client to increase the 
fire insurance on his home which one 
of the following sales demonstrations 
would serve best? 

____show him that fire insurance today is 
cheaper than it ever was before 

point out that his insurance does not 

cover the present value of the house 
point out that millions of dollars were 


point out similar homes in the neighbor- 
hood that are insured for more 


12. Ilustrative material is frequently an aid in 
selling a product. At an initial inter- 
view it will best serve its intended pur- 
pose if used in which one of the follow- 
ing ways? 

__given to the client at the start of the inter- 


view 

held by the salesman and shown to the 
buyer occasionally 

relied on to clinch the sale 

given to the buyer at the end of the 
interview to scan at his leisure 


13. Which one of the following population selec- 
tion methods best serves the door-to- 
door salesman of encyclopedias? 

visit people listed in the telephone di- 
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SALES COMPREHENSION TEST 


E™ This test is copyrighted. The reproduction of any part of it by Mimeogreph, hectogreph, or ia any other way, whether the 
reproductions use, is @ violation of the copyright lew. . 


17. The best grou: to canvas when selling office 
equipment is 
offices with expanding credit ratings 
all offices in an office building 
previous purchasers 
offices suggested by purchasers 


18. Which one of the following is the best single 
sales argument in favor of purchasing a 

collected last year by fire victims heme? 

it is a step towards financial independence 

a good real estate value is better than a 
savings account 

the home owner has a credit rating in the 
business world 

a home is an investment 


19. You are selling a service which, if adopted by 
your prospect, would mean a change in 
long established policies. A company 
executive is favorably impressed, but 
tells you he will have to talk it over 
with the other executives. What would 
be your next step? 

Ask him to let you know what happens, 
then leave. 
_Press him for a commitment since his re- 
action has been favorable. 
Go through your sales talk again briefly 
rectory so he will know how to present it 


Sin iii Un 


FIGURE 1. Here’s a 
portion of the Sales 
Comprehension Test 
developed by Dr. 
Martin Bruce. The 
test is made up of a 
series of 30 
questions. 








before you buy ANY 


PHOTOGRAPHIC 
COPYING EQUIPMENT! 


HIC 
PHOTOGRAP 
COPYING EQUIPMENT 
APPARATUS 
ACCESSORIES 
PAPER 
DEVELOP ER 
FIXER 
ORATION 


pHOTOSTAT CORP 


Whenever you see this symbol. . . 
on the apparatus used to make your 
photocopies or on the paper or chem- 
icals used in that apparatus .. . you 
have complete assurance of constant 
quality and economy and complete 
satisfaction. 

Whether you own your own pho- 
tocopying equipment or purchase 
photocopies from those equipped to 
care for your needs commercially, 
this symbol is your protection. 


service. 


prompt and interested attention. 


PHOTOSTAT is the trademark 
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of PHOTOSTAT CORPORATION 


_ PHOTOSTAT 
CORPORATION 


301 State Street, Rochester 14, New York 


(Circle 291 for more information) 





It enables photocopyists or your 
own photocopy department to serve 
you best. It is your assurance that 
you have just the right type and size 
of apparatus and materials. Trained 
representatives, from coast to coast, 
are at your call for advice and 


Write us, without obligation, 
regarding your own photocopy re- 
quirements. Your inquiry will have 
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Ford offices feature Weldwood “Stay-Strate®” Doors, also faced with Korina. Doors have 





the same mineral core as partitions, are unconditionally guaranteed for the life of the installation. 


Only Weldwood movable partitions give you both 
the warmth of wood... easy movability 


Here you see just a few feet of the more than 6 miles of Weldwood Movable Parti- 
tions installed in the new Ford Motor Company staff building. The wood is 
Korina® —a blond, tropical hardwood. And the reasons for choosing Weldwood 
Partitions are many: (1) they offer the beauty of fine hardwood paneling in 
Korina, birch and walnut—and in other woods, on order; (2) because of a special 
metal-key joining system, they allow new offices to be created overnight; (3) the 
real wood faces end the need of redecorating again; and (4) the paftitions have 
a core of Weldrok® —an incombustible mineral material that cuts noise and sound 


transmission between offices. 


MOVABLE PARTITIONS 


Weldwood—The Best Known Name 


Find out about Weldwood Movable Partitions by sending the coupon below. 
Or see them at any of our 87 offices in principal cities. In Canada: Weldwood 
Plywood, Ltd. 





Ww idwood” 


Weldwood’ 


product of 


A 
United States Plywood Corporation 


in Plywood 





United States Plywood Corporation 


55 West 44th St., New York 36, N.Y. MM8-56 

Gentlemen: 

[] Please send information on Weldwood Movable 
Partitions. 

[] Send full information on Weldwood Stay-Strate 
Door. 


[] Have representative call. 





cept of clinical psychology. It is the 
individual's “throwing” himself into a 
situation. The extreme example of this 
is a person’s response to an ink blot. 
The blot itself has practically no struc- 
ture, and what the person thinks he 
sees in the blot is an aspect of his own 
personality. 

To see better how a more thorough 
use can be made of test answers, let’s 
examine the Sales Comprehension Test 
(Figure 1). This form is used by some 
4,000 organizations, but many fail to go 
beyond the “interpretation of a score” 
stage in the test. 

The score itself only indicates the 
individual’s understanding of sales 
problems, and his thinking as com- 
pared to successful salesmen. However, 
the score is only a number. While it is 
often of considerable value in itself, 
there is much more to be obtained from 
the answers. Let’s take two questions 
from the test, and examine the deeper 
meaning of the various answers: 


QUESTION 1. 

Which one of the following will best 
aid a salesman in making a sale? 

Demonstrate and otherwise explain the 
full use of the product. 

Determine if his potential customers 
need his product. 

Offer the product on time payments. 

Allow the potential customers to use 
the product on trial. 


The great majority of successfully 
employed salesmen choose “Demon- 
strate and otherwise explain the full 
use of the product,” as the best answer. 
A fewer number, but a sizable group, 
indicate that the second choice is the 
best one. Practically no successful sales- 
men choose the third or fourth re- 
sponses. The answer here not only gives 
us a comparison between the majority 
and minority of salesmen, but is also 
a projection of his own thinking. 

The principle of projection operates 
in structured test questions. When the 
person chooses the first answer to item 
number one, his thinking is similar to 
that of successful salesmen. It also sug- 
gests that he is inclined to react in this 
manner, to demonstrate and explain 
the product. If his thinking is in the 
direction of offering the product on 
time payments, it is probable that it 
will be translated into action along 
these lines. One course is an active, par- 











Shows how to profit 
at every stage of 


ELECTRONIC 
OFFICE 
OPERATIONS 


WORKSHOP 


FOR 


the all 


ANAGEMENT 


edition 


WORKSHOP FOR MANAGEMENT 


Use this new book to see how 
more than thirty top executives 
and management consultants 
save time, money, and personnel 
with electronic office systems. 


Each method, each application 
has been proved in practice. You 
learn exactly how to get the re- 
sults—how to eliminate the mis- 
takes that other companies ex- 
perience in their own electronic 
office operations. 


From “giant brains” to the 
smaller electronic systems — 
WORKSHOP FOR MANAGE- 
MENT gives you ready-to-use 
information that gets most ef- 
fective use from_ electronic 
equipment like UNIVAC, BIZ- 
MAC, IBM 650, and the BUR- 
ROUGHS E101. 


Partial Listing of Contents 
How to get maximum savings 
with electronic office equipment 
How to organize your company 
for an electronics operation 
How to speed up effective use of 
electronic office procedure 
What to expect in performance 
from electronic office systems 
How to staff for electronic office 
operations 

How to solve the personnel 
problems involved in using of- 
fice electronics 


SEND FOR YOUR FREE 
EXAMINATION COPY TODAY 


Use coupon below 


+ + + + + 


MANAGEMENT PUBLISHING CORP. 
Suite A-24, 22 West Putnam Avenue, 
Greenwich, Connecticut 
Please send me, for a 5 day FREE 
EXAMINATION, a copy of ‘‘Worksho 
for Management.” Within 5 days I will 
either send payment for $19, or return 

the book without obligation. 
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ticipating choice; the other is more of 
a “way out.” Let’s look at question 


number 20: 


QUESTION 20. 

All of the following motivate men to 
enter the field of selling. Which is the 
strongest? 

Opportunity to earn more money. 

Desire to be ore’s own boss, 

Desire to meet people. 

Dislike of desk jobs. 


Practically all salesmen say that the 
opportunity to earn more money is 


the reason for going into selling. The 
man who is keenly interested in earning 
money makes a better salesman than 
the man who is not so motivated. The 
person whose desire is to be his own 
boss is more inclined to want inde- 
pendence of operation. The applicant 
who states that a dislike of desk jobs 
is the most important reason, is prob- 
ably rebelling against what he sees as 
the restriction of that type of work. 


Uses of test results in training 

In training, the same approach can 
be further utilized. This is how it 
works: the Sales Comprehension Tests, 
or others in different fields, are admin- 
istered to currently employed people. 
Rather than scoring the response, the 
item itself is used as a basis of discus- 
sion. A quick tabulation is made of the 
number of responses to each choice in 
each question. 

hrough a group leader, a discussion 
is then held to determine the appropri- 
ateness of each response. If the group 
is composed of salesmen, they will in- 
variably agree with the choices of the 
majority of salesmen in other fields. 
Those who do not agree, can be helped 
to broaden their perspectives, so that 
their thinking can encompass the per- 
spectives of the more successful sales 
personnel. 

Testing is a big business. The use 
to which tests are being put is very 
limited compared to their potential. 
There is considerable value above and 
beyond just scoring. Individual item 
responses can be used to get clues to 
personality, as guides to interviewing, 
lor sales conferences, training sessions, 
and even personal counseling. 

For more information on sales test- 


ing, circle number 369 on the Reader | 


Service Card. 


(Circle 317 for more information)—> 





Complete Automation 
comes to letter writing 


Now you can write, address, and sign 


as many as 3,000 letters per hour 


ERE is the most versatile Addressograph machine ever offered. 
Starting with blank paper, this new machine, the Addresso- 
graph Model 1938, will print the letterhead, write the letter, fill in 
the salutation and date, and sign the letter in color—all at the rate 
of 3,000 per hour! Envelopes and reply cards can be addressed, 
imprinted with the return address, and postal indicia added. 
In addition to producing personalized letters, the Model 1938 
will also print and individualize statements and similar business 
forms in a single machine run. 


Both the name and data writing and the printing units of this 
versatile machine can be used independently. 


Write Methods Department today for the complete story of 
this new machine. Addressograph-Multigraph Corporation, Cleve- 
land 17, Ohio—Production Machines for Business Records.* 





Addressagraph-Multigraph : 


SIMPLIFIED BUSINESS METHODS' 


Trade Marks 





AUGUST 1956 SERVING SMALL BUSINESS — BIG BUSINESS—EVERY BUSINESS 














—ermnein snes 








eR HRARA SABRE 


BACK 
TO 
SCHOOL 
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He’s an Egry field representative—an expert in the design and 
application of business forms. Yet, he’s “back to school,” study- 
ing the latest concepts of Integrated Data Processing and learn- 
ing how to apply them in the field to better serve his customers. 

I.D.P. is new ... it involves new techniques and equipment 
that is constantly changing. 

Egry designs and manufactures business forms for I.D.P., 
and specialized Egry systems engineers who helped develop 
and speed the growth of this new office automation learn some- 
thing new about it every day. 


Who can benefit from this “back to 
school” movement? You can, by call- 
ing in your trained Egry counselor 
to analyze your office systems. 


Send for your copy of 
Egry’s I.D.P. “Primer” 























BUSINESS FORMS 


The Egry Register Company - Dayton 2, Ohio 


ie Lerpsic, OH10 * Los ANGELES 
Ecry CoNnTINUOUS Forms LTp. * ToRONTO, MONTREAL 


(Circle 269 for more information) 
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Business and Professional Speech 


Designed specifically for the needs of 
the business or professional man, this 
book can serve as a practical help to an 
individual who seriously desires to im- 
prove his effectiveness in relations with 
others. Good speech habits have long 
been considered important in business 
but, paradoxically, businessmen still rely 
almost completely on personal initiative 
to get management people to do some- 
thing about improvement. Emphasis in 
this book is not placed on “selling one’s 
self” or high pressuring an audience. 
The author’s aim is to teach the trans- 
fer ot ideas from the speaker—to others 
~always maintaining self-integrity. 
LIONEL CROCKER, The Ronald Press 
Company, 15 E. 26th St., New York 10, 
N Y. 464 Pages. $4.00. 


How to Manage Industrial Advertising 


Not too long ago Industrial Advertising 
was the step-child of the advertising 
business. Last year almost $100,000,000 
was spent on it, indicating that the 
manufacturer who sells a product to in- 
dustry has become more dependent on 
the power of advertising as a marketing 
tool. The author began as a one-man 
advertising department for a firm with 
no separate department. His experiences 
in developing his job and the sales of 
his company’s products, provide the 
lessons put forth in this volume. 
FRANKLIN BARTLE, Printer’s Ink Books, 
Pleasantville, N. Y. 158 Pages. $3.95. 


The Golden Years 


Management has become increasingly 
interested in the retired worker and his 
problems. Many companies have adop- 
ted programs to train older workers in 
the art of enjoying retirement. This 
pleasant volume brings together a num- 
ber of experiences gathered over the 


years by a newspaper columnist, spe- 
cializing in old-age problems. 

THOMAS COLLINS, The John Day Com- 
pany, 62 W. 45th St., New York 36,N.Y. 


251 Pages. $3.75. 


Patterns of Administrative Performance 


Is work performance and leader be- 
havior of persons who hold positions of 
leadership significantly related to the 
nature of the positions they occupy? 
The “yes” answer of this volume pro 
vides a very significant point of infor 
mation to business leaders. It is of 
special importance since few social 
scientists have ever before tested the 
work performance variables. 

RALPH M. STOGDILL and CARROLL L. 
SHARTLE, Bureau of Business Research, 
The Ohio State University, Columbus, 
Ohio. 108 Pages. $2.00. 


Industrial Wage and Salary Control 


Highlighted by a complete discussion of 
the point evaluation system, this book 
brings together basic and advanced ma- 
terial on job analysis and evaluation. A 
complete model point evaluation pro- 
gram of salary and wage control which 
can be adopted for use by both large 
decentralized and smaller firms is pre- 
sented. It contains a 25-job sample that 
demonstrates the operation and charac- 
teristics of the system. 

ROBERT W. GILMOUR, John Wiley & Sons, 
Inc., 440 Fourth Ave., New York 16, 
N. Y. 262 Pages. $7.50. 


The Encyclopedia of Tax Procedures 


To help the executive who must act 
in the capacity of business and finan- 
cial adviser, this monumental volume 
should prove invaluable. Specialists in 
every field of business activity were 
commissioned to write functional pres- 
entations. The book is divided into 95 
subject classifications. The how-to-do-it 
presentation first gives the business 
transaction or activity, and then follows 
with the tax implications. The book is 
conceived and prepared as a practical 
tool to guide the businessman in the 
course of action he should pursue on 
any transaction as regards the tax con- 
sequences. 

J. K. LASSER, Ed. Prentice-Hall, Inc., En- 
glewood Cliffs, N. J. 1792 Pages. $29.50. 
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Thought Starters deal with a “practical 


starters 


solution to a management problem.” 


The Editor invites contributions—which are paid for at our normal space rates. 
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Unique research service 
finds new product markets 


A new market research service en- 
ables companies to obtain fast, eco- 
nomical, and accurate information on 
the marketing potential of their new 
products. Engineering time and de- 
velopment money is also saved, and 
products are created to meet a wide 
range of customer needs. 

This service is built around a panel 
of volunteer participating companies. 
The plan operates this way: a number 
of companies, representing the various 
industries, join as members of the 
panel. Membership is free. ‘These 
companies answer questionnaires from 
the service, using their most knowl- 
edgeable executives. The participating 
panel member has a first hand opportu- 
nity to study, in advance, products his 
company may be able to utilize. The 
panel members also gain a strong voice 
in the aevelopment of products to an- 
swer their needs. 

The service is used by participants 
to test the acceptability of their new 
products. On the basis of the panel 
answers, complete analytical reports 
are produced on the industry’s reac- 
tion to the product. 

The experience of one manufacturer 
of office and plant layout kits, and 
production and control boards illus- 
trates how the plan works. Two ele- 
ments in these kits and boards are a 
non-adhesive plastic template and a 
plastic grid sheet. The client wanted to 
know if these elements could be used 
in other fields. It was soon found that 
the electronics industry had an appli- 
cation for the material in laying out 
printed wiring drawings. This _pro- 
vided a high volume outlet for the 
manufacturer and a new engineering 
tool for the electronics industry. 

For more information, circle num- 
ber 365 on the Reader Service Card. 
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Penny-a-check Insurance 
protects retail merchants 


Insurance protection for cashing 
checks is now available to retailers who 
photograph the customer, his check, 
and his identification papers. The 
Surety Association of America has es- 
tablished a new, low rate of a penny a 
check for merchant forgery bonds. A 
simple combination machine provides 
the necessary photographic evidence. 

The insurance protects merchants, 
up to $200 on government checks, post 
office, or express company money or- 
ders, and business checks of companies 
located within a radius of 75 miles of 
the merchant’s store. Protection up to 
$50 an item is provided on any other 
kind of a check. 

For more information, circle number 
366 on the Reader Service Card. 
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Free scratch pad-calendars 
help soften customers 


The problem of keeping your name 
and your products or services before 
potential and past customers is inex- 
pensively solved with a handy office 
pad-calendar. Sent each month to your 
own list of customers, it provides an 
ideal advertising medium and door 
opener. It contains space for a mes- 
sage of your services, products and a 30- 
day calendar, and scratch pad. 

The manufacturer handles the com- 
plete distribution. Changes as well as 
additions in the list can be made. Mod- 
erately priced, the service is charged 
by the number of names on the list. 
It is designed primarily for salesmen. 

For more information, circle num- 
ber 367 on the Reader Service Card. 
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When DeSoto wants 
to alert its dealers 


IT USES 


Plastallions 


TO MAKE 
AN IMPRESSION 





DeSoto wanted to assure maxi- 
mum concentration on its re- 
gional sales meeting. Solution: 
They sent their message in a 
handsome, clear-plastic, executive 
paperweight — with a built-in 
3 minute telephone timer. Re- 
minder: Plastallions make im- 
pressive, long-lived gifts, em- 
ployee awards, mementos of im- 
portant occasions, and sales pro- 
motion pieces. 


FREE: 

Send for our free 30-page cat- 
alog illustrating a wide vari- 
ety of personalized models, 
with prices in any quantity. 


CREATIVE PLASTICS CORP. 
Stony Brook, 
Long Island, New York 
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LEARN TO APPLY 


ELECTRONIC COMPUTERS 


IN BUSINESS 


Electronic Computers are processing 
more and more accounting func- 
tions daily. New Systems and Pro- 
cedures are required. Are you pre- 
pared to gain from the opportuni- 
ties offered in this new field? 


BUSINESS ELECTRONICS 





The only guide that stays firmly in place on 
acetate cover sheets in your sales manuals, 
catalogs, etc—yet can be moved quickly 
. and easily if you want to change the index- 
can help you prepare with a Home ing. Enables sales personnel to find instead 
Study Course designed to teach of fumble. 
PROGRAMMING FOR BUSINESS r yu tf 
COMPUTERS. BE’s workshop meth- | Hundreds of other office W/- Mo 
od gives you practical experience uses to save time, im- {\ ( } 

in programming business problems — Pee oni . 
such as Payrolls, Accounts Receiv- eee 


25 to box with labels in 
able, Inventory, etc. steips ‘fer easy typing, 


Also alphabetic labels to 
200 subdivisions. 








Inserting label 











Write today for free details. 


BUSINESS ELECTRONICS INC. | 


Division of Education | 











WU) 
Attaching guide 





See your office supply dealer or write 


CHARLES C. SMITH, INC. 
EXETER, NEBRASKA 


For more than 50 years a complete line 
of time-saving signals and indexes 


Box 3330 Rincon Annex 


San Francisco, Calif. 
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Every office needs 





ASSURED EYE-COMFORT® 









CURTIS FORTY-SIXTY SERIES are highly 
efficient direct-indirect luminaires with 
Alzak Aluminum, white Fluracite or fine- 
ribbed plastic side reflectors 












CURTIS PRINCESS 5000 SERIES are 
plastic-sided luminous indirect luminaires 
that provide a shadowless, glare-free 
illumination. 












CURTIS EYE-COMFORT® Troffers of 
Alzak Aluminum or white Fluracite on 
Steel are available louvered or unlouvered 
or with glass or plastic lenses and panels. 







Bookkeeping Department 
First Wisconsin National Bank of Milwaukee 
Architect, Edwin Kraus, Milwaukee 


Eye-Comfort® lighting is high-level, quality illumination, 
properly distributed and free from glare. 





Any one of the three Curtis luminaires shown here will 
assure you of an Eye-Comfort® lighting system that will 
increase employee productivity by eliminating the hours 
lost to headaches and fatigue due to eye-strain caused by 
improper lighting. 


So assure your employees’ eye-comfort with a Curtis 
Assured Eye-Comfort® Office Lighting System. Information 
on all Curtis Eye-Comfort® Office Lighting Systems is 
available on request. Send the coupon below. 


CURTIS 


CURTIS LIGHTING, INCORPORATED 
6135 W. 65th St., Chicago 38, Illinois 


LIGHTING, INC. 





PeCSSCSSSSSSSS SS SSS 288 e2 82 e2eeeeeee2e88% 
in Los Angeles: 242 S, Anderson St., : CURTIS LIGHTING, INC., Dept. A-15, 6135 W. 65th St., Chicago 38, Illinois : | 
Los Angeles 33, California i Please send information on Curtis Assured Eye-Comfort® Office Lighting y 
i Systems to : 
in Canada: 195 Wickstead Ave. : Name H | 
Toronto 17, Canada a : t 
o 4 
g Company a } 
t t | 
; Address . : 
1 1 
>: ae ae State 8 | 
Leaaseeowauneaaawnanaaaeuaneaeaueeceaceuut | 
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New literature of 
interest to management 


FREE FORMS INVENTORY RECORD BOOK 
Any business that uses forms will be in- 
terested in this free forms inventory and 
record book. Inventory pages are designed 
to prevent business forms users from run- 
ning out of forms. A monthly usage scale, 
matched to the balance on hand column, 
and checked against the minimum and time 
required to print, gets supplies in time. 
For a free copy, circle number 
353 on the Reader Service Card. 


How TO SET UP A MODERN DARKROOM 
A simple step-by-step directive on how to 

set up a darkroom is described in a new 

20-page book. It is primarily designed for 

industrial, commercial and institutional us 

For a free copy, circle number 

354 on the Reader Service Card. 


LOOSE-LEAF SALES PRESENTATIONS 

A free 24-page “Idea Booklet” discusses 
loose-leaf planning and preparation of sales 
presentations. It includes a handy binder 
selector guide showing the basic types of 
constructions. 
For a free copy. circle number 
355 on the Reader Service Card. 
SUBJECT FILE SAVES EXECUTIVE TIME 

A subject file system designed to salvoge 
many lost hours of valuable executive time 
is described in a new illustrated brochure. 
It explains how a properly organized sub- 
ject file enables an executive's secretary to 
obtain any required record in less than a 
minute. 


For a free copy, circle number 
356 on the Reader Service Card. 


ANSWERS TO “WHY A COMPUTER” 

Why a famous distributor will invest 
$83,000 a year for a file-computer is the 
subject of a new brochure. The booklet 
cites the case of a distributor who handles 
mail order and retail sales in a large metro- 
politan area. 

For a free copy, circle number 
357 on the Reader Service Card. 


ARE YOUR RECORDS REALLY SAFE? 

A 20-page brochure on record protection 
tells how to determine if records are being 
properly protected. In addition to tips on 
record protection, the brochure details cor- 
rect procedures for cash protection. 

For a free copy, circle number 
358 on the Reader Service Card. 


BOOKLET DESCRIBES OFFSET EQUIPMENT 
A 24-page descriptive brochure describes 

offset equipment, its applications and op- 

erations. Photos and diagrams accompany 

the questions and answers which explain 

the equipment. 

For a free copy, circle number 

359 on the Reader Service Card. 
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The care and feeding of 


The human beings who control 
See = the: giant brains’ 


work in a vacuum. Though | 
“you may saturate your Work 
Stations with skilled workers As the number of electronic computer installations increases, there is greater awareness of the 


wr 
Cn e 





and modern tools, they can | need to pay more attention to the working conditions of programmers, analysts, and supervisory 
produce efficiently only when 
‘community’ factors like traffic 
control, and adequatelighting, 
and proper communications — 
and even creature comforts — 
are properly integrated.” MN A company that spends 
upwards of one million dollars to in- 
stall a giant computer may often over- 
look the human factors involved in 


personnel. Here are reports of two companies who have successfully handled the problem. 








PLANNING IDEAS providing an adequate office layout for 
IN THIS ISSUE their programming staff. Even those 
J companies with the smaller computers ‘ 
Alarm system creates in- I ; I Figure 1. The floor plan 
visible electronic barri have—relatively—a considerable invest- shows Monsanto’s Ac- 
rrier: d ; ; 
ment which should be protected. counting Research 


Here’s a new electronic secur- 
ity system that detects in- 
truders attempting access to 
restricted areas or buildings. 
Based on an array of anten- 
nas, it sounds an alarm when 
an intruder approaches .... 43 


It is not enough to provide ample ee ee ee 
s g Pp sete picture to the right 


space, new desks and equipment, light- shows a programmer at 

ing, air conditioning, and all the other work in one of the 
hysical attributes that combine to rows of deen 

physical attributes at combine aeritlen ait 

make up a modern office. Specialized 

layout—developed through actual ex- 

perience—should be used so that you 

Adjustable conveyor per- can get the most out of your electronic 

mits mechanized assembly 

procedures: Adapting a 

workbench to become part 


























































































































of a conveyor system controls 
the work flow to and from | 
the work station KEY ‘ | 
oe PUNCH 
W 
E (2) s 
a ° in 
Portable electronic _ instru- br he 
ment measures noise ‘eee . 
Desk with reversible top and GENERAL ix 
. aS ona OFFICE o 
casters provides flexibility a 
Telephone sound booth re- > 
duces outside noise J 
Automatic nailer cuts packing 2 
costs and increases speed 
AUGUST 1956 31 
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BY THE MAKERS OF 


L$O5CO 


OFFICE CHAIRS 





, 
@ New! Cosco Chairs, Settees, Sofas and 
Occasional Tables .. . 
warm, congenial atmosphere in reception 
room, conference room, private office. Intro- 
duces the last word in furniture comfort, 
Leaf Spring Suspension: cushions ride buoy- 


styled to create a 


antly on flexible bands of tempered steel! Legs Model 18-TA Model 15-F 
a . Executive Posture Chair Secretarial Chair 
extended in rear to protect walls. Socket $48.95 ($51.45*) $29.95 ($31.95") 


glides stay level when furniture is tilted. Re- 
versible coil spring or foam rubber cushions. 
Cloth and plastic upholstery; many patterns, 
colors. Bonderized frame has a chip-resistant, 
baked-on enamel finish. Tables have lifetime 
FibeResin tops and shelves. Prices start sur- 
prisingly low. Call your Cosco dealer or mail 
coupon today! 





F osco é , c fRodes . Pens bs 
ind CcOsc ler i 1 f ph onference Arm Chair enera air 
nd your ealer in yellow pages of phone $28.95 ($20.95") $12.95 ($13.95*) 


book or attach coupon to your letterhead (*Zone 2—Texas & 11 Western States) 


Hamilton Manufacturing Corporation, Dept. MM-86, Columbus, Indiana 
Gentlemen: 


(copr. 1956) 


Please send information on new 


Eg Please send information on 
COSCO Business Furniture. 


— COSCO Office Chairs. 


I ae oes oc vnniciceenadccetet ocnrscapemees oon chescbushins Spin dcLaccumbonsinspsaseosnane 
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investment. The experience of others 
can provide a guidepost in the areas of 
where to place your programming staff, 
how much space per person is required, 
whether or not programmers should 
work in teams, location of supervisory 
personnel, adjacency to other depart- 
ments and to the computer itself, and 
other factors which influence the efh- 
ciency of your operation. 

The following case histories show 
what two companies have done in an 
effort to get maximum utilization of 
their layout, their personnel, and their 
computer. They comprise three sepa- 
rate locations, and together they not 
only outline what can be done individ- 
ually, but point out some definite rules 
which have proved beneficial to them. 


The Monsanto experience 


In programming for Monsanto’s IBM 
702 data processing operations, several 
manual stages of preparation are neces- 
sary. First, the procedure is analyzed 
and broken down in terms of the 32 
basic operations of the machine. These 
operations must be arranged in the 
combination and sequences necessary to 
produce the desired results. 

The operations to be performed are 
then written in a coded form which 
can be “read” and “understood” by the 
machine. Each operational step is an 
“instruction”; a series of instructions 
is a “program.”” Once determined, the 





program is read into the 702 by punched 
card or punched tape procedure. 

There are presently nine program- 
mers at work in Monsanto’s Accounting 
Research Department. They are located 
adjacent to the computer, with two 
doors leading into the room (see Figure 
1, page 37). The supervisor’s office is at 
one end of the department, with the 
general office at the other end. This 
arrangement has proven itself efficient 
since Monsanto placed the 702 in op- 
eration. 

Each programmer has a_ standard 
glass-partition desk, with a two-drawer 
file, and a book shelf. The numbered 
units indicated in Figure 1 show where 
these analysts are situated, and their 
relative position to the operation. 

The L-shaped units have proved 
quite workable. Because of the shape 
of the room, positions one-through- 
four have a more adequate and efficient 
working arrangement than the others. 
Positions five-through-nine have slightly 
less working area, but the units make 
the most economical use of the space. 
According to Robert D. McCoy, ac- 
counting research director, the pro- 
grammers get the relative privacy which 
is necessary to perform their tasks. The 
partition desks successfully protect 
them from outside distraction. 


Southern Railway’s two installatiens 


Southern Railway’s programming is 
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Figure. 2. The desk arrange- 
ment in Southern Railway 
System’s Washington office is 
compact, efficiently housing 
their programming staff in 

a minimum of space. 
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Now! Desk Top Copying Machine 
Gives You Direct Copies in Seconds! 


Makes up to 300 Copies Per Hour at a Cost of Less Than 1¢ Each for Materials! 


No Stencils! No Masters! No Negatives! No Messy Inks! No Vapors! 








Here are two programmers at work in a 
set of desk units in Southern Railway’s 
Washington office. 
















Model 100 


498" 














Eliminate Costly Labor, Delays, and Errors of 
Manual! Copying in Paperwork Operations! 


This view snows the piacement of desk 
units in the Washington office. 


It’s here! The high-speed, compact copying ma- 
chine that turns out exact, black-on-white copies 
of anything typed, written, or printed on ordinary 
translucent paper—in seconds! Copies originals 11 
inches wide by any length. Makes up to 300 copies 
of different letter size originals hourly. Absolutely 
clean, quiet, and odorless. Can be operated by any 
of your personnel. 


The Copyflex Model 100 will save you time and 
money in almost any type of paperwork operation. 
Use it to set up fast, accurate one-writing systems 
for order-invoicing, purchasing-receiving, and simi- 
lar systematized operations . . . for specialized 
legal, accounting, and engineering copying . . . for 
general copying. Mail coupon today for complete 
information on Copyflex. 








Charles Bruning Company, Inc., Dept. o4r 
4700 Montrose Avenue, Chicago 41, Ill. 





Please send me more information about the Bruning 
Copyflex Model 100. 

















(BRUNING ) ; 


: 
. 
° Name Title 
Copies anything typed, written, 4 
printed or drawn on ordinary trans- ° Company- 
lucent paper—in seconds. 4 
Pa Address___ 
Specialists in Copying Since 1897 ¢ Chty_______ County. State 





CHARLES BRUNING COMPANY, INC., 4700 MONTROSE AVENUE, CHICAGO 41, ILLINOIS 


In Canada: Charles Bruning Co., (Canada) Ltd., 105 Church Street, Toronto 1, Ontario 
(Circle 257 for more information) 
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This corner of the Washington office con- 
tains their conference table. 




















HOW X E a oO G sd A P a Y SPEEDS PAPERWORK 


cuts duplicating costs by 33 3% 





aq 


BLUE BELL WRANGLERS 
FOR MISSES 


for Blue Bell, Inc., Greensboro, N. C. 


In 1908, two men set up 12 sewing machines 
in Jellico, Tenn. to make overalls. ‘Today, 
Blue Bell, Inc., Greensboro, North Carolina, 
has 28 plants in 7 states. The Blue Bell line 
of work and play clothes contains over 1000 
different garments, including the most dra- 
matic of its products, western wear. In the 
continual search for more efficient produc- 
tion methods and lower costs, Blue Bell in- 
stalled XeroX® copying equipment to speed 
paperwork and cut duplicating costs. It is 
estimated that one third is saved using xerog- 
raphy, the versatile, electrostatic copying proc- 
ess, in a wide variety of applications at Blue 
Bell. We quote their statements about some 


of these applications. 


Let ‘‘The World’s Largest Producer of Work and Play Clothes”’ 


tell you about xerography! 


“There is almost an endless array of tasks xerography must perform for Blue 
Bell, Inc., copying onto paper masters for offset duplicating. We use it for 
sending out all our reports to company officers, department heads and sales- 


men; for intracompany communications, correspondence, customer relations 
(through sales letters), job flow charts and office forms. Quantities range from 


one to hundreds of copies. 


... Before xerography was installed here, we were faced with the problem of 
distributing weekly and monthly reports, bulky reports such as analysis man- 
uals containing as many as 900 pages. Since xerography is capable of reproduc- 
ing copy with a 65 per cent reduction in size, we found we could put three times 
as much material on the same amount of pages as before, thus reducing our 
bulky 900-page volumes to 300 pages. 


... "You can see the consequent savings here. We saved on duplicating time, 
on collating time, mailing expense and _ filling 


space.” 


Anything written, printed, typed or drawn can 
be quickly copied by xerography onto masters for 


duplicating. 


Copies in the same, enlarged, or reduced sive 
can be made from one or both sides of the original 


material. 


Write for “‘proof of performance” folders showing 
how xerography is saving time and thousands of dollars 
for companies of all kinds, large and small. 


THE HALOID COMPANY 
56-8X HALOID STREET, ROCHESTER 3, NEW YORK 
BRANCH OFFICES IN PRINCIPAL U.S. CITIES AND TORONTO 


XEROGRAPHY 


( ZE-ROG-RA-FEE) 


The fastest, cheapest, most versatile way to make masters for duplicating 
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aimed at preparing accounting and 
other operations for the IBM 705 com- 
puter which is to be installed at Atlanta 
this fall. Programming offices are lo- 
cated both in Atlanta and in Washing- 
ton, D.C. Before going into their physi- 
cal layouts, it might be a good idea to 
briefly detail the operations that are 
handled by the programmers. 

The analysts’ job are to study pro- 
cedures as they are currently per- 
formed on a particular operation, and 
to prepare detailed descriptions of the 
present method. The job is analyzed in 
terms of the capabilities of the com- 
puter, the flow charts, block diagrams, 
and other detailed instructions needed 
to adapt the work to the compute: 
method are worked out. These written 
instructions are translated into a sys- 
tem of codes. The cards and paper 
forms that the job will require are de- 
signed, and then the operating and in- 
struction manuals for the new method 
are written. 

For several months, the analysts re- 
view the parallel operation of both the 
old and the new systems. After the job 
has been completely transferred to the 
computer, periodic checks are made to 
be certain that the new procedures are 
working out as planned. 


The ‘‘team’’ approach 


Office layout design for persons work- 
ing on the programming for large digi- 
tal computers frequently has to recon- 
cile the need for privacy on one hand 


Figure 3. This floor plan shows th2 
layout of Southern Railway’s 
Atlanta installation for computer 
programmers. 





This view of the Atlanta office shows the 
arrangement of desk units. 


and a limited amount of office space on 
the other. Southern’s experience has 
heen that programmers work better in 
teams of two. The different viewpoints 
on a job and the clash of ideas are val- 
uable. A team of three, however, 
doesn’t work as well. It generally breaks 
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up into two against one when differ- 
ences of ideas occur. 

The work requires concentration 
and a minimum of outside distraction. 
Each team needs a certain amount of 
desk, shelf, and filing cabinet space 
readily accessible. Space permitting, an 
ideal but expensive solution would be 
a private office for each team, in addi- 
tion to a general office and conference 
room for their use. 

Space didn’t permit, and Southern’s 
solution was to divide the working area 
in both the Atlanta and Washington 
programming offices by a varied ar- 
rangement of L-shaped,  glass-parti- 
tioned desks with adjustable bookshelf 
and file cabinet space. To reduce dis- 
tracting noise, room ceilings and the 
top three feet of the walls were covered 
with acoustic tile. 


The arrangement in Washington 


In the Washington office, which is 
48’ by 28’ in its largest dimensions, six 
paired units provide semi-private office 
arrangements for three teams (positions 
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combination 


This office-and-conference 
table enclosure in the Atlanta offices is 
the site of programming conferences. 


1 through 6 in Figure 2). Their outer 
walls give much the same privacy at 
another team location (7 and 8, Fig. 2). 

The remainder of the office contains 
cabinet space, a conference table for 
group discussions of the planning in 
which each team is taking part, and 
desks for another team and a secretary, 
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as well as for manufacturer’s representa- 
tives. The staff artist-draftsman, who 
turns out the rough diagrams and flow 
charts in finished form and does illus- 
trating work for procedure manuals, is 
located near the windows. 


Similar installation in Atlanta 


The Atlanta installation has a room 
approximately 48’ by 60’, located adja- 
cent to the space that will house the 
705 computer. The same L-shaped units 
furnish semi-private offices for seven 2- 
man teams of programmers (positions 
| through 14, Figure 3), four combina- 
tion office-conference rooms for super- 
visors or visitors (15 through 18), office 
space for factory representatives or visi- 
tors (19 and 20), and a secretary (21). 

These units provide each program. 
mer with desk space, bookshelf space, 
and file cabinets. Southern found, too, 
that a telephone at each position gives 
valuable help. Research into present 
accounting procedures often requires 
getting in touch with a number of in- 
dividuals in various offices and several! 
cities on the 8,000-mile railway. Indi- 
vidual telephones save precious time in 
meeting procedural installation dates. 


Company satisfaction with layout 


Present arrangement of the glass- 
partitioned desks may not be the final 
one. Experience with the office layout 
may suggest or additional 
offices may be needed. In that case, the 
units are flexible, and lend themselves 
to quick and convenient changes in 
office arrangement. 

“It is too early to say that this will be 
the permanent answer,” points out 
C. M. Davison, Jr., Southern’s vice-pres- 
ident (Finance and Taxation). “Our 
experience with this office layout has 
been brief. So far, we like it. The ar- 
rangement is convenient and gives each 
team a place to work with a certain 
freedom from distraction. It makes ex- 
ceHent use of the office space available. 


changes; 


are useful not 
only for the frequent general discus- 
sions among teams working on different 


“Conference tables 


phases of the same project, but also in 
the office training program we carry on 
to keep up to date on the latest com- 
puter developments . Particularly 
would we recommend having program- 


ming done in teams of two.” m/m 











SYNTRON 


ENVELOPE. JOGGERS 





TIME 2 
REDUCE DAMAGE 


Speed office procedure, prevent dam- 
age to correspondence and important 
papers. Automatically align contents 
of envelopes for fast, safe opening by 
manual or machine methods. 

For more information about the Syn- 
tron Envelope Jogger write for com- 
plete catalogue dato free. 
SYNTRON COMPA 


592 Lexington Ave Memer { 





NY 
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... with Sec-Tray* 


Globe-Wernicke’s exclusive new stationery 
tray fits snugly under typewriter platform— 
gives extra space—pulls out eesily—puts a 
full supply at fingertips—eliminates tiresome 
twisting and turning. For you, Sec-Tray 
means greater work output everyday. Call 
your G/W dealer . .. or write us direct, 
Dept. F8. 

(*Reg. U.S. 
Trade Mark) 
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WAUKESHA FOUNDRY 


REDUCES INVOICE AND SHOP FORMS 70% 
WITH COLITHO OFFSET DUPLICATING PLATES 


The urgent problem of the Waukesha Foundry Com- 
pany was to streamline its 17-part combination invoice 
and shop-copy forms. Aside from being obviously un- 
wieldy, the old system absorbed countless manhours in 
typing and checking—and presented many chances for 
transcription errors. 

The invoice set was reduced to five parts. The neces- 
sary shop copy forms containing all the vital technical 
data for each job are reproduced from Colitho Direct 
Image Paper Plates. 

The total parts of the invoice set are reduced by more 
than two thirds, transcription errors are automatically 
eliminated and costly hours of retyping and checking 
time are saved. And the same Colitho Plate produces 
all shop-copies—uniform, original-looking copies—in 
perfect registration and in any amounts required. 


This case hist< ry 
fok-Taslelatiiae hick Maiil 
elalelaibyane tale Me -hadlal tale 7 
countless businesses 
ow enjoy through the 
ise of Colitho Plates 
We have a collection of 
these factual stories 
which you will find 
packed with valuable 
ideas. Just use the 
jpon and you'll 
ceive your Copy ro} ae tat 
tho Idea File 
mptly 

















" 
| | 
| Colitho Division, COLUMBIA RIBBON & CARBON MFG. CO., Inc. / y | 
/ 
| 598 Herb Hill Road, Glen Cove, N. Y. cane )/-l) y) | 
UG //25)~ i] 
| Okay, rush the Colitho Idea File. ~ 7G )/f | 
| | 
| No | 
| | 
| Company | 
Address | 
| | 
| City Zone State | 
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THE MAN 


Gerald Rosenberger 
President 
THE COMPANY 
Coro, Inc. 


THE DESIGNER 


Gerald Luss, Maurice 
Mogulescu, Joseph Mogulescu 


Designs for Business, Inc. 





THE OPFICES GCF 








DRAMATICALLY FRAMED by a double 
glass wall, the president’s office is 
visible to visitors from the luxuri- 
ous reception area. The glass wall 
is a temperature-controlled room 
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housing a variety ot the rare and 
valuable birds that Mr. Rosenberger 
collects. By incorporating the “bird 
into a decorative feature ol 
his office, it not only reflects his 
hobby, but shares it with all visitors. 

The office is located on the perim- 


cage 


eter of a huge rotunda, and is im- 
mediately adjacent to the executive 
ofhices, the showrooms, and the re- 
ception area. The president shares 
his office with his father, Carl 
Rosenberger, the founder and 
Chairman of the Board, who re- 
tains his old desk unobtrusively in 
one corner of the room. The office 
has an adjoining conference area 
which can be closed off with a huge, 
folding wood partition. 

The basic colors are white and 
jewel tones, carried through on 
carpeting, drapes, walls, and acous- 
tical ceiling. A blending of fluores- 
cent and incandescent light produce 
solt, yet directed illumination. m/m 
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When Betty Hutton sings, fans 
shout, whistle, stamp! 


No one in show business quite matches 
the punch Betty Hutton gives to a 
song. Her audiences scream in happy, 
noisy appreciation. But noise in your 
office is out of place. Your employees 
work better, are happier when your 
office is quiet. 



























Gold Bond® Acoustimetal ceilings soak 
up noise. Distracting sounds from jan- 
gling phones, clacking typewriters, buzz- 
ing conversation seem to vanish. Typ- 
ing and clerical errors are sharply re- 
duced. Your office looks much nicer, 
too. Acoustimetal panels are completely 
fireproof .. . a perforated metal sur- 
face backed with mineral wool pads. 
They clean with a damp cloth. Repaint- 
ing doesn’t affect sound absorption. 
And it’s easy to remove the panels to 
get at overhead utilities. 







Phone your Gold Bond Acoustical Con- 
tractor. He can install a sound-absorb- 
ing Acoustimetal® ceiling in your office 
during evenings or over week ends. 
You'll find his name in the “Yellow 
Pages” under “Acoustical Contractors.” 
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The Decibel gives you illus- 
trated, acoustical case his- 
tories. Write to Dept. MM86, 
National Gypsum Company, 
Buffalo 2, New York. 
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Company 





BUILDING PRODUCTS 


Street__ 








City __ State 








NATIONAL GYPSUM COMPANY 
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New alarm system 
creates invisible 
electronic barrier 


A new electronic security alarm: sys- 
tem creates an invisible electronic de- 
tection trap for intruders attempting 
access to warehouses, storehouses, stor- 
age depots, hangars, factories, and other 
large building areas. 

The heart of the system is a trans- 
mitter radiating electromagnetic waves 
picked up by two detecting antennas. 
When an intruder approaches from 
three to eight feet of the sensitive an- 
tenna array, the detector is disturbed, 
and an alarm is immediately passed to 
plant guards or to a central protective 
station in the building. 

It functions independently of the type 
of soil in which it is installed for out- 
door use, and does not depend on the 
capacity balance of the system to earth 
ground. The system will not only deter 
intruders walking or crawling on the 
ground, but also those insulated from 
the ground, as on stilts. It can be in- 
stalled vertically on fences when space 
is limited, or with a triangular wide- 
base construction that makes it impos- 
sible for an intruder to propel himself 
over or under the area of sensitivity. 

For more information, circle number 
372 on the Reader Service Card, 


Adjustable conveyor 
permits mechanized 
assembly procedures 


A new conveyorized workbench per- 
mits small manufacturers to realize pro- 
duction savings of mechanized progres- 
sive assembly. The device permits each 
worker to have a regularly controlled 
supply of work which comes to him in 
a convenient working position. It also 
allows him to pass on finished work 
quickly, have ready access to all tools 
required, and a sufficient, safe area in 
which to work. 

For more information, circle number 
373 on the Reader Service Card. 
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Portable unit measures noise 
for control and elimination 


A new electronic instrument to aid the 
fight against industrial noise is the first that 
combines in a single, portable unit, four 
principal functions necessary to measure 
and analyze noise accurately. 

The instrument tracks down and meas- 
ures hazardous noises, and measures over- 





all sound levels. It also operates as an 


analyzer, measuring sound in each of eight 
octave bands to determine noise peaks. In 
addition, it can check sounds in narrower 
frequency bands. Electrical and acoustical 
calibrators are built into the unit. 

For more information, write to Mine 
Safety Appliances Company, Pittsburgh 19, 
Pa., or circle number 374 on the Reader 
Service Card. 





Reversible tops and casters 
provide desk flexibility 


A new, functional line of executive and 
secretarial desks features reversible tops, 
service pedestals and cabinets on casters. 
The freeform reversible desk top offers four 
possible desk arrangements to conform with 
almost any office layout. Pedestals are 
equipped with three-inch brass casters, so 
the desk can be switched around instan- 
taneously, or cleared for conferences. 

For more information write to the Tay- 
lor Chair Company, Bedford, O., or circle 
number 375 on the Reader Service Card. 


New booth reduces outside noise 


during phone conversation 


A small size booth prevents telephone 
conversations from being overwhelmed by 


the roar of industrial plants and noisy pub- 
lic buildings. It has a 44-inch high opening 
for the head and shoulders of the person 





talking on the phone. The 26-pound booth 


attaches to the wall. 

Company officials say research tests have 
demonstrated that the booth reduces the 
din of a factory to nearly the level of the 
murmur in the average business office. 

For more information write to Detroit 
Macoid Corp., 12340 Cloverdale, Detroit 4, 
Mich., or circle number 376 on the Reader 
Service Card. 


Automatic nailer reduces 
costs, increases speed 


An automatically fed nail driver can re- 
duce hand nail driving costs in your ship- 
ping department. The construction of this 
new tool makes it possible for one hand to 
be free to position parts being nailed 
together, in most cases eliminating the need 
for fixtures. It can be used in crating 
finished products for shipment, and has 





hand nailing practices permit. 

For more information, write to Matrix 
Engineering Corp., 3016 E. Lake St., Min- 
neapolis, Minn., or circle number 377 on 
Reader Service Card. 





cJustask the gall who uses onel 
modern -efficie! 


SECRETARIAL CHAIRS 


are instantly adjustable to proper fit by ANY 
SER, and with proper fit comes comfort 
and efficiency .. . are engineered with the 
finest features ever built into office chairs, 
including a patented swivel that never binds 
nor becomes loose or wobbly . . . are available 
in most any fabric or color and all covers 
are easily removed or replaced . . . give MANY 
MORE years of good service for every dollar 
you spend. 


1—Spring-mounted, foam latex back rest. 


2—Exclusive patented 4—Easy seat height 
molded foam latex and back adjust- 
seat cushion. ments. 


3—Free-moving swivel; 5—Wide choice of 
can't wobble or easy-to-remove fab- 
stick. ric covers. 





May we prove it to you? 


@ Cramer Posture Chair Co., Inc., Dept. MM 
§ 1205 Charlotte, Kansas City 6, Mo. 


& Please have a Cramer dealer call for a demonstration of 


@ Cramer Chairs in my office. 


7 
1 Name 











§ Address 
a 


CRAMER POSTURE CHAIR CO., INC. 





. City. Zone. State. 


(Circle 265 for more information) 
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SIPA\CIAFINDER FILES REALLY 
SAVE TIME, S!P2\C!5 & MONEY 







Independent surveys comparing shelf and 
drawer filing show approximately 50% sav- 
ings in personnel TIME. No time wasted 
opening, closing drawers. 
Spacefinder doors give shelf 
work surface. 


Surveys also show 42-50% 
floor SPACE savings due to 
greater capacity. Only 30- 
inch aisles are needed. 


When you save valuable 
space and costly labor, you 
save MONEY. Doors protect 
against dust, dirt and fire, 
and Spacefinders, since they 
are welded, can be moved 
with contents intact. 


eee eee ee ee ee eee 


Tab Products Co., 57 Post Street, San Francisco 4 
(CD Send complete information on Spacefinder Files. 
CD (FOR PUNCHED CARD USERS) Send Catalog 7 








describing your plete line of tab 4 

accessory equipment. 
a re 
—— . 
city ee ue 
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FOLDING TABLET ARM CHAIR 


A CHAIR and a DESK in ONLY 3 INCHES 


This versatile chair has found widespread use in sales conferences, 
training classes, auxiliary school rooms, examination rooms, 
cafeterias, meeting rooms or as extra chairs and writing surfaces 
in offices. The chair can also be used with the arm folded down 
out of the way. And, the amazing thing about this quality 

built chair is that it folds to a thickness of only 3! 


Illustrated is 
mode! Za17 
LTA with leather- 
ette seat. Other 
modelsand sizes 
available. Write 
forecomple 
catalog on 


the 
only complete 
| olding 


The only folding chair backed 
by a 10 YEAR GUARANTEE! 


ne of 


chairs 





Dept. 47, 4640 W. Harrison, Chicago 44, Ill. 
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ACOUSTICAL 
SURFACES 


LUMINALL 


light-reflecting 
casein paint 


Easy to apply with brush or spray! 
One coat covers. Nonflammable! 
Dries in 40 minutes. Brings new 
beauty to acoustical surfaces 
without reducing sound absorp- 
tion properties. No special prim- 
ers needed. Choice of 12 pastel 
colors and White. 


ACOUSTICAL PLASTER 


SEND FOR COLOR CHART 
AND 
SPECIFICATION SHEET 


LUMINALL PAINTS, Dept. 206 
3617 S$. May Street © Chicago 9, 
Newark 5 e te 


more information) 


Los Angeles Dallas 7 
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MANAGEMENT CABINETS 


Company cuts down misunderstanding 
with mass “‘cabinet’’ sessions 


uum Phere probably will never be a 
universal method to eliminate labor-management 
strife. The raft of new ideas, techniques, and 
philosophies that emerge each year in the com- 
munications area, range from the simple rumor 
boards to the more complex systems set up by a 
communications manager. 
An unusual method in operation at the Carrier 
Corporation is borrowed from the government 
concept of the presidential cabinet. Called the 
’ it was instituted by Cloud 
Wampler soon after he took over the presidency 
of the company in 1941. 

Meeting monthly, the unit is provided with 
the latest pertinent information about the corpo- 
ration’s operations. Executives no longer believe 
that the firm’s balance sheets are “no damned 
business of the worker,” as a department head 
once told a union chief in the days prior to 
Wampler’s presidency. By the same token, labor 
can no longer claim that it is ignorant of how 
the company is doing. 


motivation-oriented 


“Carrier Cabinet,’ 


At these sessions, 158 representatives from all 
foremen, department 
heads, and workers—discuss any problem that 
may have arisen since they last met. They have 
found that in an informal atmosphere, and more 
important, with no pressing deadline for a settle- 
ment hanging heavy over their heads, conflicts 
are solved with ease. 


echlons—management, 


At the end of the year, when contractual] agree- 


ments must be revised and signed, Carrier ex- 
periences little of the strife that still troubles 
many organizations around the country. m/m 

















NOW 
VISUALIZATION MADE EASY 
AND INEXPENSIVE BY CHART-PAK 













Tapes, Templates, Boards . . . 


everything for graphs, charts, presen- 
tations, office and plant layouts, or- 
ganization charts—all from one source. 





Everything —tapes, labels, work boards, ee 
office and plant equipment templates, 
pictographs, and tools are all available 
from Chart-Pak. Everything has pressure 
sensitive adhesive backing so that it can 
be fixed with a touch, removed and re- 
placed easily. All can be reproduced by 
any standard method. 


You can get tapes—opaque and trans- 
parent—from 1/32” to 2” wide—in 14 
colors—over 60 printed patterns and 
designs. 


There’s also a wide assortment of office 
templates, form and flow symbols and 
pictographs. 

There are plastic reusable work boards 
in transparent and opaque plastics, with 
printed reproducible or non-reproducible 
grids to aid in laying out the material. 


@ 3200 


For further information, 
and free samples write today. 





. 








ee 


The Versatile << 


Draftsman CHART-PAK, INC. 


96H Lincoln Ave., Stamford, Conn. 
Please send information and free samples. 
I'm interested in: 
C) Graphic Charts (J Office Layouts 
(J Organization Charts [] Flow Charts 
Plant Layouts 
NAME 
co 
ADDRESS. 
CITY ZONE___STATE__ 
Please give the name of the local supplier 
from whom you would like to buy Chart- 
Pak material 
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It's ADDO-X’s precision 
manufacture that reduces 
operational noise to a whisper. 
With new fast action,” 
fingers literally dance across 
the keys. The STEP-O-MATIC 
lever offers calculator 


performance at adding 
machine cost when 


multiplying. 
Write today for literature ft. 





ADDO MACHINE COMPANY, INC. 


145 WEST 57TH STREET, NEW YORK 19, N. Y., CIRCLE 5-6940 


WEST COAST BRANCH 
WESTERN ADDO MACHINE CORP., 2921 BEVERLY BLVD. 
LOS ANGELES, CALIFORNIA, TEL: DUNKIRK 5-2247 


“At 175 r.p.m. 
.tAlso on our NEW two register machine. 





For further details mail this advertisement with your letterhead. 


in eee = ees ma 
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NEW PRODUCTS IN THE EDITOR’S MAIL 


New portable micro-film camera 
weighs only 70 pounds 





\ practical portable microfilm camera is 
priced well below $1,000. It can be carried 
from one department to another or from 
one branch office to another. Copies cost 
less than 219 of lé and are made in a trac- 
tion of a second. The portable unit makes 
it possible for businesses of all sizes to 
take advantage of microfilming. 

For more information, write to Flofilm 
Division of Diebold, Inc., Norwalk, Conn.; 
or circle number 370 on the Reader Service 
Card. 


New personal sound receiver 
used for quiet P.A. system 





A personal, magnetic induction receiver, 
smaller than most cigarette lighters and 
easily hidden in clothes, can be used for 
paging key personnel in the office and fac- 
tory. It weighs only an ounce and utilizes 
transistors. 

Sound is received through a tiny, flesh- 
colored earpiece and is inaudible to anyone 
other than the wearer. It can be used in 
industrial plants where conventional public 
address systems are impractical or un- 
desirable. 

For more information, write to Philco 
Corp., Philadelphia 44, Pa.; or circle num- 


ber 371 on the Reader Service Card. 
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diagnostics 


FOR MANAGEMENT 


Are your workers bored 


with oversimplified jobs ? 


by Edward A. Robie 


Personnel Director, Equitable Life Assurance Society of America 


Job enlargement programs at 3 firms provide more responsibility to the individual and result in greater 


over-all efficiency to the company. 


BECAUSE THIS article gives such an ac- 
curate resume for company executives on 
job enlargement practices, we are present- 
ing it this month in place of our regular 
“Diagnostics” column. It is adapted from 
a presentation before a recent joint LOMA- 
A&H Conference. .... Leslie M. Slote. 


mu Should we expect job 


satisfaction—and high productivity— 
from the worker who spends all of his 
working hours, day after day and week 
after week, on a simple routine opera- 
tion? Do we challenge anything in him 
except his desire to stick it out until 
quitting time and the next pay day? 


The answer is too often “No.’ 


There has been an_ ever-growing 
tendency to assume that the closer we 
could come to breaking down individ- 
ual jobs into simple parts, the more 
eflicient our workers would be. The em- 
phasis of too many personnel programs 
is on conditions, benefits, and activities 


that are not directly related to the per- 





WHAT JOB 
ENLARGEMENT 


CAN 
ACCOMPLISH 





FOR THE WORKER 


Increased interest in job 
Higher salary range 
More job responsibility 
Greater job satisfaction 


Increased job security 


formance ol the work. This leads to the 
conclusion that we pretty much accept 
the design of the jobs in our organiza- 
tions as we find them. 

We have even been accused by Doug- 
las McGregor, a consultant in the field 
of human relations, of viewing “‘work 
as a kind of punishment that people 
must undergo in order to get satisfac- 
tion elsewhere.” 

A few companies have decided that 
they had more routine jobs than they 
had routine people. They found that 
it is possible to vary job design to fit 
people as well as to place and train 
people to fit jobs. They have under- 
taken to the skill 
many of their jobs, to include a variety 
of related, but unlike, duties. They 
give the employee an opportunity to 
make decisions about how the 
work should be done. The term jol 
enlargement has been coined to de- 


raise demands of 


some 


scribe their approach. 


The Detroit Edison Story 

Until about three years ago, the man- 
agement at Detroit Edison assumed 
that it had attained the ultimate in 
high production and low cost by 
mechanizing and specializing. Then it 
began to realize that while specializa- 
tion and the mass-production — tech- 
niques have many notable advantages, 
they also have disadvantages. 

In the Customers’ Billing Depart- 
ment these disadvantages became evi- 
dent in the number of 
repetitive operations, the inability to 
utilize 


three ways: 


employees’ special capacities, 


and the creation of needless or dupli- 
cate operations. Management - sus- 
pected, moreover, that many hidden 
and indirect costs were attributable to 
some extent to their monotonous jobs. 
These were costs of absenteeism, 
grievances, poor quality, and too many 
relief periods. 

Several the 


illustrative cases show 





FOR THE COMPANY 


Reduction in absenteeism 
Improved job efficiency 
Lower total payroll 

More satisfied workers 


Less turnover 
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wo USE 
LOOKING 
OSCAR w+ YOU 
CAN'T SEE MY 
PAYCHECK 
THROUGH THIS 
* 


00K" 
ENVELOPE! 










PAYCHECK ‘‘OUTLOOK’”’ 
ENVELOPES 


Eliminate Time and Expense of Ad- 
dressing, also chances for Errors. 
Paycheck “Outlook” Envelopes are 
absolutely opaque. 
Essential when 
wages are paid by 
check. Nothing 
shows but the em- 
ployee’s name. This 
improves personnel 
relations. 


Send for Samples 
and Prices Today 


OUTLOOK ENVELOPE CO., Est. 1902 


'@) 


(Circle 289 for more information) 





when you need 
a filed paper 
in a hurry 


You'll find it faster with 


PENDAFLEX* 


HANGING 
FOLDERS 
Desk Drawer File contains 25 Pendaflex 
hanging folders. Changes desk data 
reference from so slow to quick pick! 


PSR RRERRRERR ERR 
Clip coupon for catalog, name of dealer 


Oxford Filing Supply Co., Inc. 
8 Clinton Road, Garden City, N. Y. 


a 
s 
Name % 
Addr - 
a 
g 











City, State. 
eee sh eee woe 2 ee ed 
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Have You Heard About ... Have You Seen | 


CONVOY “Chem-Board’’* | 


RIGID, PERMANENT, INEXPENSIVE 
record storage FILES 






Chem-Board Storage Files are perma- 
nent. They cost and weigh about 50% 
less than steel; cost less than some cor- 
rugated paper files. They’re shipped 
assembled, ready for use. 
NOW-—smooth, staple-free 
fronts make them suitable 
even for ‘front-office’ use. 


Available in letter, legal, 
check, deposit slip, tab card 
and many other sizes. 


*“CHEM-BOARD IS RIGID- 
IZED CORRUGATED BOARD 
PROCESSED TO REMARK- 
ABLE STRENGTH. 


CONVOY, Inc. 


STATION B, BOX 216-M 
CANTON 6, OHIO 








4 
(Circle 264 for more information) 


The Automotive 








Yes, in the big automotive 
industry, Irons and Russell 
quality jewelry products are 
making a lasting impression. 
We specialize in original de- 
signs for every type of award 
... service, sales, safety, spe- 
cial occasions of every kind. 
Whatever it is, and we even 
think them up for you, it 
will be to your advantage to 
contact us. 


Our free illustrated folder 
and further information is 
yours upon request. 


IRONS & RUSSELL COMPANY 


INDUSTRIAL DIVISION 





95 Chestnut Street, Providence, R. | 





(Circle 277 for more information) 


value of the rearrangement of work 
brought about by their job enlarge- 
ment program. For example, in a par- 
ticular operation, one girl formerly 
operated a machine, another checked 
her work, and a third took totals and 
balanced the operation. Now one op- 
erator rotates on four types of ma- 
chines, checks her own work, and bal- 
ances her operation. Her work variety, 
interest, and skill has broadened. She 
is a more valuable employee for all o! 
these reasons. Formerly, if she made a 
mistake, she might feel inclined to 
overlook it because she knew her work 
checked by else. 
Now she checks her own work and if 


would be someone 
she makes a mistake, she stops and cor- 
rects it. She also corrects the cause of 
the mistake. While a spot check is still 


‘ made, she knows that if she lets a mis- 


take pass it will go to the customer and 
she will be responsible for it. 


In another case, there were three 
machine work groups. The work 
flowed from machine to machine 


within and between these groups. As 
a result, there were many specialized 
machine jobs within each of the work 
groups. Such a high degree of speciali- 
zation began to take its toll in low 
employee morale and in lack of flexi- 
bility. Then, one machine-job classifi- 
cation in each work group was estab- 
lished. Each operator was required to 
perform any job in the group. The 
supervisor assigned them to any task 
necessary. Such free movement of em- 
ployees promoted teamwork, afforded 
variety, eliminated boredom, and was 
a factor in increasing efficiency. 

As a result of the program, there is 
job upgrading which results in some 
higher pay rates to compensate em- 
ployees for their broadened duties. 
Over-all costs are reduced and _pro- 
ductivity is increased. Other advan- 
tages are increased job interest on the 
part of the employee, greater flexibility 
of workers, elimination of needless op- 
erations, less wasted time, and a re- 
duced workforce. 


The IBM Story 


At International Business Machines, 
the job enlargement program has 
been in effect for about ten years. The 
origin of the program is said to have 
been a request by a lady drill press 
operator to the president of the com- 








NOW IT'S EASY to find your 
payroll taxes in a jiffy — without 
calculations! 

Just turn the knob to find each 
employee’s Federal withholding 
and F.I.C. A. deductions in one 
simple operation. 

Ayres computers are made of 
attractive sturdy, gray plastic. 

When Federal tax rates change 
new charts are easily affixed. 

Sold on 30-day trial. $14.95 
Buy at your favorite stationers 
or write direct! 


THE AYRES CORPORATION 
PAYROLL 
TAX 
COMPUTER 








(Circle 307 for more information) 





You Get Things Done With 
Boardmaster Visual Control 








&, 


; gr Sadaeressaeee Og es 


see ea Rese ae Ge ae =. 
~eeeeaeens. 


¥ Gives Graphic Picture of Your Opera- 
tions—Spotlighted by Color 

vw Facts at a glance — Saves Time, Saves 
Money, Prevents Errors 

Ww Simple to operate — Type or Write on 
Cards, Snap in Grooves 

* Ideal for Production, Traffic, Inventory, 
Scheduling, Sales, Etc. 

¥ Made of Metal. Compact and Attrac- 
tive. Over 60,000 in Use 


Complete price $4959 including cards 


FREE 24-PAGE BOOKLET NO. M-100 
Without Obligation 


Write for Your Copy Today 


GRAPHIC SYSTEMS 
55 West 42nd Street * New York 36, N.Y. 
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pany to permit her to “set-up” her 
own machine—that is, to adjust it for 
the different types of drilling jobs as- 
signed to the machine she operated. 
As a result, a ratio of one set-up man 
to 11 operators in this plant’s drilling 
department in 1943 was cut down to 
one s¢ct-up man to 48 operators three 
years later. Today, there are none. 
The initial phase of the job enlarge- 
ment program, which affected several 
hundred operators, was to add skills. 
and responsibilities to the minimum 
skills of the single-operator worker. As 
a result, the job now calls for some 
sharpening of his own tools by the 
operator, and for the ability to com- 
pletely set-up his machine for each 
new order from blueprints. A knowl- 
edge of how deviations from tolerances 
will affect the part in subsequent ma- 
chine operations is required. Ability 
is called for to make a complete check 
and inspection of the finished part. 
The benefits of IBM’s program are 
reported by Charles R. Walker, Insti- 
tute of Human Relations, Yale Uni- 
versity, in the following terms: “The 
most obvious results of the job en- 
largement experiment in this company 
may be said to be three-fold, as ex- 
pressed from the standpoint of the 
company, the and the con- 
sumer: the company considered the 
chief benefits to be a better satisfied 
working force, somewhat lower costs 
of production, and a higher quality of 
product. The worker received from the 
plan an increase in personal satisfac- 
tion on the job, plus higher wages. 
The consumer got the benefit of the 
improvement in quality of product.” 
In addition to these more obvious 
results, job enlargement had an impact 
on the social structure of the plant it- 
self. This impact is perhaps as impor- 
tant as the fact that the operator’s in- 
dividual job was made more interest- 
ing. The factory’s status system, for 
example, was altered in every depart- 
ment where the program was installed, 
one level between foreman and worker, 
the set-up men and inspectors have 
been dropped out. These functionaries 
had been exercising a semi-supervisory 
role, comparable to that of a straw boss. 
With their elimination, the worker 
gained in prestige and moved upward 
in status. 
Certain patterns of interactions and 


worker, 


MANAGEMENT METHODS 





communication within the factory 
were likewise drastically changed. The 
foremen, for example, now began to 
talk over their problems, technological 
or personal, directly and more often 
with the workers. The factory organi- 
vation became simpler, more informal, 
better integrated. 

\fanagement was well aware of these 
elects, in fact had anticipated most of 
One 
follows: “Multiplying ‘bosses,’ whether 
stall men or experts, or specialists, or 
straw bosses, tends to depersonalize 
factory. Reducing their 
number irritation and _ in- 
creases the chances for personal satis- 
faction on the job.” 


them. executive commented as 


work in a 
reduces 


The Colonial Life Story 

The benefits of job enlargement are 
well illustrated in the experience of 
the Colonial Life Insurance Company, 
East Orange, New Jersey, which has 
about 200 home office employees. This 
company’s efforts to increase job pro- 
ductivity had resulted in a_ general 
trend toward specialization of clerical 
function in processing applications in 
the Underwriting Department. Under 
this work procedure, orienting new 
employees within the department was 
difficult. Absenteeism was high and it 
was often difficult to cover all jobs ade- 
quately during periods of absence. 
Buck-passing became quite common 
and efforts to trace errors to the indi- 
vidual at fault were often futile and 
merely brought forth the argument: 
“T didn’t do that work that day.” 

During 1954, this trend toward spe- 
cialization was consciously reversed, 
The job of each worker in the Appli- 
cation Section was enlarged, thereby 
making the work less monotonous and 
repetitive. Under the new arrange- 
ment, three narrow jobs were com- 
bined into a single broad job, manned 
by three people. The employees 
opened and sorted applications and 
then apportioned them on an alpha- 
betical basis. Each employee was made 
responsible for all of the operations 
on applications with names in a pre- 
scribed segment of the alphabet. 

This procedure answered the need 
for adequate job coverage during pe- 
riods of sickness, vacation or absence. 
Departmental training was simplified 
and bottlenecks under the new proce- 
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Paperwork 


Streamlined ! 


How long has it been since you streamlined your office 
procedures? If you have followed the same paperwork 
routine for any length of time, perhaps conditions have 
changed so that several forms can now be combined into 
one multiple part set . . . copies eliminated from other forms 
. . . or maybe No Carbon Required Paper is the answer 


to some specific problem, 


Reynolds and Reynolds representatives have shown thou- 
sands of businesses, large and small, how properly designed 
forms can streamline office procedures, cut costs and in- 
crease profits. 

Why not ask a Reynolds and Reynolds representative to 
go over your paperwork procedures with you... no obli- 
gation, of course! 


AG gue The Reynolds & Reynolds Company 


BUSINESS FORMS SINCE 1866 


PLANTS: Dayton, Ohio; Celina, Ohio; Dallas, Texas; Los Angeles, Calif. «¢ 


OFFICES in principal cities 
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dure became 


An increasing understanding of the 


practically nonexistent. 


department’s work was noted among 
the employees. 


Future of job enlargement 


What do the experiences of these 
companies augur for the future? Cer- 
tainly job enlargement is not a gim- 
mick a cure-all for the dissatisfied 
worker. There are occasions when job 
enlargement might create a dissatisfied 
worker. Actually, the job enlargement 
approach is based on a people-oriented 
attitude. Management should believe 
that there is an immense amount of 
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Imagine 


being able to produce genuine PLASTICO-bound booklets, 
catalogs, etc. — right in your own office! Single copies. . . 
hundreds — these two handy machines will give 
your literature extra prestige and selling power by adding 
colorful PLASTICO Bindings. Rugged, compact, and easy to 
use, PLASTICO hand-operated units are “at home” in every 


dozens... 
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flexibility in the design of the job to 
fit the individual as well as in the 
placement and training of the indi- 
vidual to fit the job. 
Parenthetically, job enlargement 
need not only involve a reorganization 
of duties. How many cases are there 
where the content of a job might be 
enlarged if a supervisor encouraged an 
employee to perform to the full limits 
of the job? The production results the 
supervisor is able to obtain will, in 
large measure, depend upon his atti- 
tude toward the work group and their 
work. We are beginning to get research 
results linked to productivity. Likert’s 
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Just insert cover and pages 
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Colorful 8-page booklet tells you how to get more out of your printed literature. 
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work at the Michigan 
points up the fact the employee who 
thinks his boss sees him only as an 
instrument of production is likely to 
be a poor producer. 


University of 


When this same 
employee feels his boss is genuinely 
interested in him, and his 


problems, he is more likely to be mo- 


his future, 
tivated to a higher level of production. 


Requisites for job enlargement 


Charles R. Walker of Yale, 
that “perhaps one-half million workers 
might be affected” 


estimates 


by job enlargement 
at the production level in 
industry. He also 


American 
“that the 
program should not be installed unless 
a number of 


advises 


favorable,” 
among which are a quality product, 
carefully selected personnel meeting 
relatively high employment standards, 
company policy encouraging self-edu- 
cation and self-improvement, and an 
expanding market. 


factors are 


Shop practices and company policies 
were unusually favorable in IBM for 
the introduction of job enlargement. 
IBM manufactures a specialized and 
complex product requiring unusually 
high quality workers, especially in ma- 
chining and assembly jobs. This causes 
the company be highly selective in 
its choice of personnel, and also to 
provide opportunity for self-education. 

IBM had an expanding market for 
its product, which resolved the prob- 
lem of the displaced person. The set-up 
men and inspectors whose functions 
were assumed by operators were 
quickly absorbed into other jobs. 

Administrative autonomy is highly 
important to first line 
This would, in many 


supervision. 
companies, re- 
quire the application of job enlarge- 
ment at the lower management level, 
in contrast to the recent tendency to 
build up long channels in both line 
and staff organization. Job enlargement 
at this level would, of course, be part 
of a program to improve the effective 
integration of the management organi- 
zation structure. 


Enlargement problems 


The application of job enlargement 
to routine jobs will raise a number of 
challenging and difficult questions. 
What will work well in one company 
may fail miserably in another. Re- 


“The science of human — engineering 
consists of the designing of tools and 
equipment to fit the human organisms’ 
capacities. A basic premise is that since 
man cannot be redesigned, it is necessary 
to start with man, and design the machine 
around him.” 


sistance from employees is often cre- 
ated by changes in methods or proce- 
dures. ‘There employee 
reaction against broadening the scope 
of their work. 


may be 


We can be sure that many aspects 
of personnel administration will be af- 
fected by job enlargement. Salary ad- 
ministration systems must be flexible 
enough to evaluate broadened respon- 
sibilities accurately and reward them 
fairly. Selection and placement tech- 
niques must be sound enough to rec- 
ognize variations in individual capaci- 
ties and needs. Training programs 
must be reoriented to the teaching of 
skills appropriate for broader jobs. 
Transfer procedures must be worked 
out to handle displaced employees 
promptly and without resentment. 
Care must be taken to foresee changes 
in promotional patterns and to weigh 
the advantages of job enlargement 
against possible restrictions in promo- 
tional opportunities where higher level 
jobs have been eliminated or diluted. 

Where important 
changes arise, 


technological 
such as electronic ma- 
chines in our industry, using the job 
enlargement philosophy during the 
planning stage will assist in the effec- 
tive design of new jobs. In fact, it is 
already that electronic ma- 
have the job 


obvious 
chines enlargement 
philosophy built in with a vengeance. 
They will eliminate existing 
routine jobs and require levels of skill 
on new jobs that we may have con- 


many 


siderable difficulty in finding and train- 
ing people to teach. 

The last pre-requisite is perhaps the 
most basic of all. The philosophy of 
job enlargement must be accepted by 
the managers of the organization. 
Management believe that em- 
ployees, for the most part, will make a 
greater 


must 


contribution to the success of 
the enterprise when given the broadest 
possible opportunity to use their crea- 
tive powers. Management must be will- 
ing to share knowledge of the opera- 
tions of the organization, its goals, and 
its problems with employees. m/m 
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How to 


CM [t's not another raise 
that counts when a man reaches the 
high income bracket. Many top men 
resent the raise with its enormous built- 
in tax bite. They want something for 
the future. Because of this condition, 
corporations should investigate the use 
of special insurance plans as incentives 
to attract and keep able men in key 
positions. Various types of deferred 
compensation, which result in capital 
gains treatment, or postpone the tax to 
later years when the total income is 
likely to be lower, are most desirable. 
Here are five plans any employer can 
use to give his executives a bigger stake 
in their job. 


é One of 
the serious gaps in executive protection 
is the lack of provision for continuance 
of an adequate income for employees 
who are disabled for long periods of 
time. Although companies usually con- 
tinue salaries for short periods, the ex- 
ecutive has no assurance of how much 
he will be paid or for how long. Ex- 
tended disability coverages pick up 
where the company’s salary continuance 
plan leaves off. The executive thus has 
guaranteed income not subject to con- 
tinuing management approval nor 
tinged with charity. To the employer, 
extended disability offers the advan- 
tages of a definite schedule of benefits, 
and leveled costs not dependent on the 
incidence of claims. 


fncreased roup (ttfe 


In 


some states, group life insurance can be 
increased in relation to an executive's 
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by Charles E. Tosch 


Security 


top executives 


Johnson & Higgens, New York 


earnings. Since the insurance companies 
often relate an employee’s maximum 
amount of insurance to the total vol- 
ume generated by the entire group, 
small and medium-sized companies 
usually must be combined to obtain 


maximums from $50,000 to $100,000. 


Split dollar insurane e: Split-dollar in- 
surance enables an employer, on a selec- 
tive basis and at very little cost, to help 
an employee obtain low-cost life in- 
surance protection. It is primarily de- 
signed to assist the young executive by 
giving him low-cost insurance protec- 
tion when his family responsibilities 
are greatest, but when his financial 
potential is not fully realized. The 
employer pays that part of the premium 
which represents each year’s increase in 
the policy’s cash surrender value, and 
the employee pays the balance. The 
employee’s protection is reduced each 
year by a nominal amount; his cost 
decreases rapidly. The employer's out- 
lay is not deductible as a business ex- 
pense, but neither is it considered tax- 
able income to the employee. 

Increased 


retirement 


De- 
ferred compensation plans have been 


rmcOorriLe 


developed to increase retirement in- 
come since qualified retirement plans 
(under Section 401 (a) of the Internal 
Revenue Code) are not permitted to 
discriminate in favor of higher-paid ex- 
ecutives. Sometimes the company agrees 
to pay a specified amount during active 
service and a fixed amount after retire- 
ment, for life or for a limited period. 
Part of the income may be continued 


to the wife after his death. The length 
of payment may be made dependent 
upon length of service. Sometimes it is 
a bonus or profit-sharing arrangement 
providing for a pay-out on a contingent 
basis over a number of years, so that the 
unpaid balance is forfeited if the em- 
ployee resigns, is dismissed for cause, 
or acts so as to injure the company. If 
these plans are propely drawn, the ex- 
ecutive is not subject to tax until he 
actually receives the payments. The em- 
ployer benefits because potential for- 
feiture of the benefits deters the execu- 
tive from leaving. 


Capital gain stock options: Stock op- 
tions give the executive a chance to 
acquire an interest in the company even 
if he lacks the capital gain rates, to get 
a bargain price on investment stock, 
and to use the stock for retirement in- 
come or for his family after his death. 

All these plans enable the recipient 
to postpone low-income 
periods. In many cases, the company’s 
expenditure is deductible as a business 
expense. However, in addition to the 
technical details which must be fol- 
lowed in setting up arrangements which 
will have favorable tax treatment, you 
must not lose sight of the requirements 
of Section 162 (a) of the 1954 Revenue 
Act which applies the test of reason- 
ableness to all compensation paid to 
an employee if it is valid business ex- 
pense to the employer. m/m 


taxes to 


This article is adapted from a report to the 
American Management Association’s Spring 
Insurance Conference. 
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Test-Run That Copying Machine! 


A copying machine should do every- 
thing well. Use this 9-point test to find 
the machine that will meet your every 
office copying need with a minimum of 
effort. 


Test for colored papers, 
Test for two-sided material. 
Test for opaque material. 
Test for colored inks, pencil, 
crayons, pens, including ball 
points, even.non-carbon base. 
5. Test for spirit duplications. 
6. Test for paper sizes. 

7. Test for quality and speed 
under direct lighting. 

8. Test for number of copies 
without developer change. 
(Copease makes 200-300 
excellent copies.) 

9. Test for minimum dial 

adjustments. (Copease does 

95% of your work without 

touching the dial.) 


Only the Copease® photocopier scores 100% 
on this practical test. 


Test run Copease FREE! Send now 
for 3-day office trial and “Test Copy’. 
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ANdover 3-6949 * Los Angeles, 3563 Wilshire 
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Principal Cities 


| COPEASE CORPORATION : 
| 270 Park Avenue, New York 17 Box MM-8 : 
; Gentlemen: I'd like to have a free 3-day } 
: trial of Copease in my office..,............... DO 3 
+ Please send free literature..........c.c0000. Oo 3 
FRI -cinesgtnetaronscinsniienbseabedaiaadaapemmanateiai 
: Fe I eicencescnsnriniliinmaaemeiieistainindnbigniain ' 
, ' 
; Moe ae : 
CUY...nnescccoccssconsvscnsevennsonnoves ET 


Seema wee women awe awww mamma oS 


(Circle 263 for more information) 





ee 














Self Indexing ("este 








Card System “ sesegennnnt pS acon esses i 
== Solid Plastic Tabulating Card. 


‘ almost ene 














Plas-ta-card |e: 






































Self-Guides go thru Tabulating Machines—No 
guides to remove! No guides to replace! Make 
your tab cards as fast as the fastest card file. 


Effective Tools for Effective Management 
WASSELL ORGANIZATION, INC. Westport, Conn. 
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SOAK UP 
OFFICE NOISE 


WITH LOW COST, MOVABLE 
SOUNDEX PARTITIONS 


Both sides absorb sound in thick, acousti- 
cal spun glass. Easily set up, easily moved. 
Available in five heights. Write for free 
catalog or see us in Sweet's AP 2 


GR iy WGA) Wie 


2417 Enstern Avenue, Grand Rapids, Michigan 
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A different kind of 


middle management incentive 





Hunting and fishing trip with the boss 


as reward for supervisory personnel 


mes = Key per- 
sonnel in the Halvorson 
Company are rewarded 
in an unusual way—a 
week of hunting and 
fishing with the boss. 
Roy Halvorson’s Com- 
pany produces 1,500,000 
table-size Christmas trees 
each year. After a long 
season in the woods and at the processing plant, 
he invites his middle management, about 15 
supervisors, to spend a week at a remote Min- 
nesota lake lodge. This trip is in addition to the 
standard vacation arrangements. 

The men are outfitted if they lack gear. The 
party travels by truck and boat to an out-of-the- 
way camp near the Canadian border. Halvorson 
ferries in provisions of fresh food and supplies 
two or three times during the week, in his own 
plane. This year, he used a walkie-talkie unit so 
that the word could be passed on when the fish 
were biting in a particular spot. 

In evaluating such a program, Halvorson said: 
“The trip serves two important functions. It 
definitely puts the men at ease after a tough 
winter assignment, and it brings us closer to- 
gether in a relaxed atmosphere. Business, too 
often, keeps people apart... I would recommend 
that management consider the easy availability 
of vacation spots when considering a new plant 
site—especially as the element of leisure time be- 
comes a factor to consider.” m/m. 
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If unattractive, illegible, difficult-to-mount identification 
devices are causing your property control problems, it’s 
time to start usin Serially Numbered “AUTOGRAPHS”! 
Mount them proudly “out-front” on your finest equipment! 
They’re beautifully lithographed on lustrous Aluminum. 
Eliminate errors in recording! The easy-to-read numerals 
can be seen at a glance. Substantially reduce identification 
costs!) Anyone can mount Serially Numbered “AUTO- 
GRAPHS” quickly, safely and permanently on almost any 
clean surface. Simply brush solvent on the adhesive backing 
and press into place. Presto, you’ve eliminated three major 
causes of property control inefficiency! 
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TO THE EXECUTIVE CHOSEN TO 
“LOOK INTO ELECTRONICS” 





Here’s how IBM can help you. As your company 
joins the hundreds of others now evaluating elec- 
tronic data processing, your awareness and judgment 
will become a valuable asset to top management. 


As a specialist, you will be called on to lead the elec- 
tronics survey ... to probe your present methods . . . 
investigate applications . . . establish your company’s 
requirements. 


To help you in this investigation, IBM offers com- 
plete services ranging from published brochures and 


OATA PROCESSING + ELECTRIC TYPEWRITERS + TIME EQUIPMENT + MILITARY PRODUCTS 


application studies to actual training classes and 
preparation assistance. 


For more down-to-earth facts on electronics, send 
for a new booklet on “The IBM 650 Electronic Data 
Processing System.” For your free copy, call your 
local IBM representative or write: 
International Business Machines Cor- 
poration, Dept. A56, 590 Madison 
Avenue, New York 22, N. Y. 
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World's Largest Real Estate Developers” 
















“National accounting machines save us 
$26,500 a year, thus repaying our in- 
vestment about every 6 months. 
“Nationals render several benefits on 
our operation of real estate records. 
Statements are mailed promptly to all 
our tenants, with everything proven to 
be correct before they are mailed. We 
could not operate preperly today with- 


THE NATIONAL CASH REGISTER COMPANY, varron 9, ox10 
989 OFFICES IN 94 COUNTRIES 


Accounting Machines save us *26,500 
a year...paying for themselves every 6 months.”’ 


2 EVENSON, OCEAN 
| CHOOL OF BUS ADMIN 
S YNIVERSITY. oF MICH 

ANN ARBOR MICH 
R99 08657 $3 00 








—WEBB & KNAPP, INC., New York 


In your business, too, Nationals 
will pay for themselves with the 
money they save, then continue 
savings as annual profit. Your 
nearby National man will gladly 
show you how. (See the yellow 
pages of your phone book, or 
write us at Dayton 9, Ohio.) 


out this promptness of mailing, com- 
bined with assured accuracy. 

“The machines’ simplicity, and the 
large part of our work that they do auto- 
matically, make it easy to train oper- 
ators. And our operators are happier 
because their work is made easier.” 


May » 60 
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